Name _________________________


COMPUTER TECHNOLOGY REVIEW

COMPUTER BASICS 

Hardware

1. What does CPU stand for?
2. What does it do?
3. What do the following acronyms mean?:
CD


CDR


CDW


DVD
4. List three of each of the following:
Input Devices
Output Devices
Storage Devices
Hardware
Software

5. What does RAM stand for?
6. What is Ram used for?  What happens to RAM when the power goes out?

7.  What is a peripheral?
8.   List two peripheral devices:
9. What is a BYTE?

What do they measure?
10. How many bits make up one byte? (know smallest to largest ie: megabyte, kilobyte, etc.)
11.  What is binary?

12.  What do MHz and GHz measure?
13. What is an operating system?

Documents

14. What is an application?

15. What key(s) do you press while clicking to select more than one adjacent file at a time?

16. What is a template?
17. What do we use on the computer to organize our files?
18. What files would go in a folder named “MUSIC”?
19.  What files would go in a folder named “Spreadsheets”?
20. What are some different types of documents?
21. When you have more than one program open at a time it is called:

22. What is the difference between portrait and landscape?

WORD PROCESSING
23. What is a reference section? 
24. What type of alignments does it usually have?  Block, modified, hanging
25. What do we use the Thesaurus for?
26. What are some other word programs, excel programs, presentation programs?
27. What is the only way to make sure a document is free of spelling and grammar errors?
28. What is a margin?  
29. What are the default margins in Word?
30. What is the difference between Save and Save As?
31. What are the four types of alignment?  
32. How do you change alignment?
33. Ready-to-use drawings or pictures that can be inserted into a document are called:

34. When Word automatically wraps your text to the next line it is called:

35. Reports are generally 

 spaced.
36. Draw a table that has 4 columns and 3 rows.

37. How many cells does the table have?



38. Write the shortcut keys for the following:


Cut:









Copy:

Paste:

39. What is the area called that holds text once it is cut or copied?:
40. Why do we set and use tabs in a document?
SPREADSHEETS

41. The intersection of a row and column is called a:
42. What are some typical formulas in Excel?
43. What tells you a cell is ready to receive data?
44. A built-in mathematical formula, such as =Sum or =Average, is called a:
45. Which group of cells is vertical and designated by A, B, C, D, etc.?
46. Fill in the following math operators:
Addition:_____
Subtraction:_____
Multiplication:_____
Division:_____

47. When referring to charts in a spreadsheet, name the following chart types:
Compares parts to 

Compares numbers

Compares values

a whole:

     

in columns:

   
over time:   

48. What is the legend in a chart?

49. What order sorts a worksheet with the highest number on top and the lowest number on bottom of the
       list?
PRESENTATIONS
50. When viewing a presentation, how do you advance to the next slide?

51. List 4 different slide layout options.

52. What type of print layout will print 1-9 slides per page?

53. What view allows you to see thumbnail versions of each slide, arrange slides, and add transitions?

54. What changes the colors, designs, and fonts of each slide?
55. What is a transition?

INTERNET

56. What does the www stand for?
57. What are search engines? 
58. List three search engines.  

59. What are some common domain extensions and what do they stand for

Ex. .com = commerce

60. What does ISP stand for and what do they do?

61. What is a network?  

62. What does LAN stand for?  

63. What does WAN stand for?

64. Application software that enables a person to access sites on the Web is called a:

65. What is the address of a website called?  (often shortened to URL)

66. What is a hypertext link and how can you identify one on a web page?

67. Computers worldwide connected together and connected to various hosts is called:

68. When searching for things on the Internet you can use search operators such as:

AND OR NOT +  -  “”
These are also sometimes called 


 connectors.

Ethics

69. What are ethics?
70. How might they relate to computers?
71. What is an acceptable use policy?
72. If you use information from someone while writing a paper, what is the ethical thing to do that gives them credit for the original work?
73. What is shareware?  
74. What is All Rights reserved?  
75. What is Freeware?  
76. List 3 different types of viruses.  
77. How can you protect your computer against getting viruses?:

E-Mail
78. What are some benefits of email?
79. What are some problems with email?
80. What is it called when you want to send a file with an email?
81. List 3 advantages of email:
82. Describe the following Email Commands:
Reply         

Reply to all              

Forward                    

Attachment

83. What is netiquette?  

