Digitools 9

Semester 1 Final

Computer Generated Part:

All Formatting for each area is attached.

· Format a Memo

· Format a Letter with Letterhead

· Format a Report

· Create a Table in Word

· Complete a Excel Spreadsheet with Formulas, Functions, and Formatting

· Create a Line Graph in Excel

· Create a Pie Chart in Excel

· Create a Flyer in Word

· Create a PowerPoint with specific elements

Written Exam Part:

All words you need to know are list on the back of this sheet.

· Terms for Excel 

· Terms for Word 

· Terms for PowerPoint 

· Terms for Internet

· Formatting for Memo, Letter, Reports, Tables

You will take 6 typing time test and report your best 3 scores.

The entire testing time you will be evaluated on your Typing Technique

Vocab Terms to Know:

· Worksheet

· Row

· Column

· Cell

· Cell Range

· Cell Reference

· Alignment

· Bookmark

· E-mail

· Browser

· Netiquette

· Internet Service Provider

· Web site

· Uniform Resource Locator

· Letterhead

· Autofit

· Change Case Command

· Font Style

· Hanging Command

· Show/Hide Command

· Tab Stop

· Character Format

· Spreadsheet

· Function

· Formula

· Label

· Value

· Storyboard

· White Space

· Scanner

· Profile

