Name _________________________


COMPUTER TECHNOLOGY REVIEW

COMPUTER BASICS 

CPU stands for: Central Processing Unit   i.e. Brains of the computer
1. What do these stand for:
i. CD-ROM 
Read Only Memory
ii. CD-R

Recordable
iii. CD-RW

Recordable / Writeable
2. List two of each of the following:

a. Input Devices
Output Devices
  Storage Devices
Hardware
Software
Keyboard
Monitor

Floppy


CPU

OS software

Mouse

Printer

Hard Drive

Speaker Card
Programs

Scanner

Speakers
Flash Drive

Memory

Games

Camera



CD ROM

Microphone


DVD/Blu Ray

3. What is the difference between RAM and ROM? RAM is temporary (volatile) ROM is permanent
4. A peripheral device is a device that you may use with your computer but does not typically

come with the computer when you purchase it.    List two peripheral devices:
Printer  Scanner  Camera  etc.

5. How many bits make up one byte? (know smallest to largest ie: megabyte, kilobyte, etc.)
8 bits = 1 Byte

Byte - Kilo – Mega – Giga - Tera

a. Computer code is made up of 2 numbers (0 and 1).  It is also sometimes called what?
Binary

6. What do MHz and GHz measure?  Computer Processing Speed
7. What is an operating system? Software responsible Software responsible for the overall control of the computer
8. What is an application? A program on the computer
9. WORD PROCESSING
10. What is a margin?  White space around the document.  What are the default margins in Word? 1 Inch
11. What is the difference between Save and Save As? 
Save the same document or a new document with a different name
Ready-to-use drawings or pictures that can be inserted into a document are called: Clipart
12. When Word automatically wraps your text to the next line it is called: Wordwrap
13. Reports are generally Double spaced.
14. What is the only sure way to spellcheck a document? Proofread
15. Draw a table that has 4 columns and 3 rows.
	
	
	
	

	
	
	
	

	
	
	
	


How many cells does the table have? 12
16. Write the shortcut keys for the following: 
Cut:
Ctrl + X







Copy:
Ctrl + C
Paste:  Ctrl + V
17. Why do we set and use tabs in a document? To align text in straight columns
18. What is the ruler and where is located in a word document? It show the measurements of the document and is at the top of the page
SPREADSHEETS 

19. The intersection of a row and column is called a: Cell
20. A built-in mathematical formula, such as =Sum or =Average, is called a: Function
21. Which group of cells is vertical and designated by letters A, B, C, D, etc.? Columns
22. Which group is horizontal and designated by numbers 1,2,3,4, etc.? Rows
23. Fill in the following math operators:

Addition: + 
Subtraction:  - 
Multiplication: * 
Division: /
24. There are many types of formatting in cells, what do the following types do?

Currency: Shows dollar sign indicates money

Percentage: shows data as a percentage with a percent sign
Date: Shows data in specific date formatting
	Movies
	Genre
	Cost
	Date Purchased

	 
	 
	 
	 

	Goonies
	Comedy
	$10.00
	2/3/1999

	Last of the Mohicans
	Drama/Adventure
	$19.00
	3/24/2002

	Pirates of the Caribbean
	Drama/Adventure
	$19.00
	3/22/2003

	Top Gun
	Drama/Adventure
	$17.00
	3/22/2003

	Young Frankenstein
	Comedy
	$15.00
	3/24/2002


Use the cell above to answer these questions

25. How is the data in the title row aligned?  Centered
26. Which column is sorting the data?
Movies
27. How is the data in the Cost column formatted?
Currency
28. Is the data in the Movie column sorted ascending or descending?

Ascending
29. When referring to charts in a spreadsheet, name the following chart types:



Compares parts to 

Compares numbers

Compares data over time:
a whole:

      in columns:

      



Pie



Column or bar

Graph or line
30. What is the legend in a chart?
Show the key to symbols or colors in the chart
31. What is it called when data is sorted on a worksheet with the highest number on top and the
lowest number on bottom of the list? Descending
What about the lowest on the top and the highest on the bottom? Ascending
PRESENTATIONS
32. When viewing a presentation, name three ways to advance to the next slide?


Hint: the esc key is not one of them.


Enter key , click the right mouse button click the space bar
33. List 4 different slide layout options. 

Title, Title and content, comparison, blank, content with caption, picture with caption
34. What type of print layout will print 1-9 slides per page? Handout
35. What view allows you to see thumbnail versions of each slide, arrange slides, and add transitions?

Slide Sorter
36. What changes the colors, layouts and fonts of each slide?
Design
37. What is a transition? Animation from on slide to another
38. What is animation? Movement of pictures or text in each slide
INTERNET

39. List two search engines. Internet Explorer. Google Chrome, Firefox
List 5 common domain extensions and what do they stand for


Ex. .com = commerce

.edu = education, .gov = government, .org = organization, .net = network
40. What does ISP stand for and what do they do? Internet Service Provider Connects you to the Internet
41. Application software that enables a person to access sites on the Web is called a: Browser
42. What is the address of a website called?  (often shortened to URL) Uniform Resource Locator
43. What is a hypertext link and how can you identify one on a web page? Pointer turns to a hand
44. Computers worldwide connected together and connected to various hosts are called what? Internet
45. When searching for things on the Internet you can use search operators such as +  -  “”

These are also sometimes called Boolean connectors.
Letters

46. What is a Block style letter?  All text aligned on the left margin
47. What is indenting or modified block style?  What is a hanging indent?
Modified = first line of each paragraph indented

Hanging = all lines after first line of paragraph indented

48. What is letterhead?   The info at the top of the letter
a. Where is it located?  At the top of the letter
b. What is typically in the letterhead? Company info address, phone numbers, logo
49. What do the initials at the bottom of a business letter signify? Who typed the letter
E-Mail

50.  What is unsolicited e-mail called?  Spam
51.  List 2 advantages of email:
Fast    Easy to use
52. Is e-mail secure? No
53. Describe the following Email Commands:

Reply: Send an email back to the original sender

Forward:  Send a copy of an email you received to someone else

Attachment: Attach a file to the email
54. Viruses can get to your computer in different way but email is one of the most common.  How

can you protect your computer against getting them through email?
Don’t load things from site you don’t know / don’t open email from people you don’t know

Extra Stuff

55.  What key(s) do you press while clicking to select more than one adjacent file at a time?
Shift
a. What if the files are not adjacent and you want to select more than one what key do you hole in while clicking on them? Ctrl
56. What is a network?  One or more computers connected together sharing resources
57. What does LAN stand for? Local Area Network
58.  What does WAN stand for? Wide area Network
59. When you have more than one program open at a time it is called what? Multitasking
60. What is the difference between portrait and landscape orientation? 
Portrait = Longer than Wide  Landscape = Wider than long
61. Define Freeware, Shareware, Public Domain, and All Rights Reserved
Freeware = free for anyone to download and use

Shareware= free for a certain amount of time then must be purchased

Public domain = Free to change and distribute
All Rights reserved = Purchased one copy to load to your computer

