Dean College Computer Assessment

Sample Questions
We encourage you to prepare for this test by reviewing the following computer skills:
	Microsoft Word
	Microsoft Excel
	Microsoft PowerPoint

	Launching and 

Typing a Document

Saving a Document

Selecting Text

Changing Font Style

Centering Text

Cutting and Pasting Text

Spell Checking a Document

Page Numbering

Printing

Help Menu


	Launching and exiting 

Opening a Book

Changing an Active Cell

Entering Labels and Values

Editing Cells

Selecting a Range of Cells

Selecting Columns and Rows

Inserting and Deleting Columns and Rows

Using Formulas

Cutting and Pasting Cells

Clearing Cells

Changing Column Width

Help Menu
	Launching and exiting 

Creating a new slide presentation

Inserting Clip Art

Moving Objects

Go to Next Slide

Applying New Design

Opening a Presentation

Rearranging Slides

Adding Animation

Printing a Slide

Using the Help menu




When you launch the test your screen will look like the one below.  All questions are actually computer tasks located on the bottom of the screen that you must complete.
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Sample Tasks

Below is an example of a task from each application.  You can practice each task in the application as you would when taking the test.

Microsoft Word



Microsoft Excel




Microsoft PowerPoint

Task Area - used to perform task.





Number of questions answered





Your task





Change the orientation of this worksheet to Landscape.





Use the Page Numbers command to apply Page Numbering to the bottom and center of each page of the document.





Your task





Your task





Create a new presentation using the Blank Presentation template.  Select the Title Slide AutoLayout for the first slide.





Your task








