 
COMPUTER TECHNOLOGY: ONLINE TOOLS
FINAL EXAM STUDY GUIDE

TABLES

· COLUMN HEADING FORMAT
· MAIN HEADING FORMAT
· IDENTIFY:
· COLUMN HEADING
· RIGHT ALIGNMENT
· MAIN TITLE
· BODY
· SUB TITLE

MLA DOCUMENTS
· SPACING
· WORKS CITED FORMAT
· TITLE
· HANGING INDENT MARGINS
· SPACING
· REPORT HEADING FORMAT/LOCATION
· MARGINS
· HEADER INCLUDES AND FORMAT
· LONG QUOTATION FORMAT
UNBOUND REPORTS
· PAGE NUMBERS FORMAT
· SIDE HEADING FORMAT
· TOP MARGIN FOR 2ND PAGE
· MARGINS
· TITLE FORMAT

EMAIL
· DEFINITION
· SPACING
· ADDING ATTACHMENTS
· EMAIL HEADING ORDER
· WHAT IS THE DIFFERENCE BETWEEN CC AND BC
· SUBJECT LINE FORMAT



PROOFREADERS MARKS
· CAPITALIZE
· INSERT SPACE
· TRANSPOSE
· INDENT LEFT
· INDENT RIGHT
· NEW PARAGRAPH
· DELETE
· CLOSE SPACE
· IGNORE CORRECTION

SPREADSHEETS
· WRAPPING TEXT
· ADDING PICTURES
· HOW TO RENAME A SPREADSHEET
· HOW TO DETERMINE THE BEST FIT FOR A COLUMN OR ROW
· HOW ARE COLUMNS AND ROWS IDENTIFIED
· WHAT HAPPENS WHEN YOU TRY TO INCORRECTLY TYPE A FORMULA?
· WHAT IS THE BEST CHART TO USE WHEN COMPARING A PART TO A WHOLE?
· HOW DO YOU SWITCH BETWEEN WORKSHEETS?
· WHAT DOES FV STAND FOR IN A PAYMENT FUNCTION?


PRESENTATIONS
· ARE YOU ABLE TO EMBED YOU TUBE VIDEOS INTO PRESENTATIONS?
· WHAT CAN YOU USE TO ADD CREATIVE ELEMENTS TO YOUR PRESENTATIONS?
· TRANSITIONS/ANIMATIONS HOW TO ADD?
· HOW ARE OBJECTS PLACED ON A SLIDE?


TIMINGS/FORMATTING
· WHAT IS THE AMOUNT OF TIME WE COMPLETE TIMINGS IN?
· WHAT IS THE RATE OF SPEED FOR KEYING?
· HOW MANY SPACES IS ONE TAB?
· HOW DO YOU MEASURE THE SIZE OF FONT?
· [bookmark: _GoBack]WHAT IS AN EXAMPLE OF A FONT?

