Directions: 

· You are to open a Microsoft Word file & type in the heading as you see it formatted below the line =====.  

· SAVE the file into your DOCUMENTS folder AS:  SprSh  WP Quiz1

· Then you are to go back and answer each question using complete sentences. Do NOT forget to spell check! Your answers should be complete sentences. SAVE your work often.

· Print out your completed Quiz using the FROM page 1 to page 1 option or FROM page 1 to page 2 option if the answers are more than one page.

· Staple the pages and hand them in.

===============================================================================

Name: ________________________________
HR: ______  Gr: _____
Color: _______

Spreadsheet & Word Processing Quiz

1. In the main menu of the Excel Spreadsheet program, what are four tools, bars, palettes that you should have active on the screen before working with the program when you click on VIEW?

2. Name the 3 major parts of the spreadsheet program?

3. Give me an example of how you typed in the SUM formula in this spreadsheet:

4. Why might it be necessary to resize a column width?

5. How did you insert a row into the spreadsheet?

6. How would you insert a column into a spreadsheet?

7. Using the chart you made for this spreadsheet answer the following:

· Who is the top Internet provider? 

· What type of internet service is the most common in the home?

· What is the name of the most popular web browser used in the home?

· What is the most popular word processing program used in the home

· What is the x axis title used in this chart?

· What is the y axis title used in this chart?

8. What is the operating system you use on your computer at home?

9. Tell me what you may use a spreadsheet program for?

10. Give me an example of how your parents might use a spreadsheet program.

