1.  What is the name of the toolbar that provides quick access to your most commonly used Office commands? (clue: the answer is in the question)

A. Ribbon

B. Office Button

C. Quick Access Toolbar

D. Home tab

2. How many SmartArt graphics are included in Microsoft PowerPoint 2007?

A. More than 80

B. More than 100

C. More than 500

D. More than 1000

3. What is the new file extension for an Excel spreadsheet saved using the default file format?

A. .DOCX

B. .PPTX

C. .PPT

D. .XLSX
4. In order to save an existing document with a different name you need to:  

A. Retype the document and give it a different name

B. Use the Save As command

C. Copy and paste the original document to a new document and then save

D. Use Windows Explorer to copy the document to a different location and then rename it

5. Which keyboard shortcut bolds selected text?  

A. Ctrl+B

B. Alt+B

C. File/Format/Bold

D. None of the above

6. How can you highlight text without using the mouse?  

A. It is impossible

B. Use the F5 key

C. Use the arrow keys while holding down a Ctrl key

D. Use the arrow keys while holding down a Shift key

7. What would you see while spell checking the phrase "My father was write"?  

A. The word "write" is misspelled

B. No errors

C. The verb of the phrase will be highlighted

D. A blue squiggly underline under the word "write"

8. Which elements of a Word document can be displayed in color?  

A. Only graphics

B. Only text

C. All elements

D. All elements, but only if you have a color printer

9. In Word you can force a page break:
A. By positioning your cursor at the appropriate place and pressing the F1 key

B. By using the Insert/Section Break

C. By positioning your cursor at the appropriate place and pressing Ctrl+Enter

D. By changing the font size of your document

10. Which keyboard shortcut centers selected text?

A. Ctrl+C

B. Alt+C

C. There is no keyboard shortcut for this operation

D. Ctrl+E

11. What is the default file extension for all Word documents?

A. .TXT

B. .WRD

C. .PPT
D. .DOC

12. Which key moves your cursor from one cell to the next in a table?

A. Tab

B. Shift 

C. Enter

D. Ctrl+Enter

13. Which keystroke will take you at the beginning or the end of a long document?

A. Ctrl+PageUp and Ctrl+PageDown

B. Shift+Home and Shift+End

C. Ctrl+Home and Ctrl+End

D. The only way is by using the right scroll bar

14. A document in portrait prints:

A. The same characters per line with the same document in landscape

B. More characters per line than the same document in landscape

C. Less characters per line than the same document in landscape

D. Smaller fonts in order to fit the same amount of characters per line with landscape

15. On the old versions of the Office programs (Word, Powerpoint) you had to go to the drop down menu of "File" to save and print.  Where do you go on the 2007 versions?

A. Start

B. Home

C. The Office Button

D. Page Layout

16. In Word 2007 and PowerPoint 2007, what command tab do you go to when you want to add a picture, text box, or word art to your document or presentation?

A. Home

B. Insert

C. Design

D. Page Layout

17. In Word 2007, where is one place you can look to see how many words you have typed in your document.

A. Under the Office Button

B. Under the Mailings command tab

C. Under the View command tab

D. at the bottom left hand side of the window
18. In Word 2007, there are two places to zoom in on your document.  Where are those two places?

A. On the Home command tab and the View command tab.

B. On the View command tab and the bottom right hand of the window.

C. On the Home command tab and the Office button

D. On the References command tab and the Review command tab.

19. In PowerPoint 2007, which command tab do you go to, to find the coloured designs? 

A. Home

B. Insert

C. Design

D. Animations

20. In Word and PowerPoint 2007, there are two places where you can check your spelling and your grammar.  Where are they?

A. The Review command tab and at the bottom left of the window.

B. The Office Button and the Review command tab.

C. The Home command tab and the Office Button

D. The References command tab and the Manage Sources command

21. What is the name of the operating system on the computer you are currently using?

A. Windows XP

B. Windows Vista

C. Windows 7

D. Linux

22. Which of the below can be used to permanently view the ruler on the screen?

A. Insert > Ruler

B. Ctrl + R

C. Right mouse click > View Ruler

D. View > Ruler

23. Formulas should always start with equals (=)?

A. True
B. False
24. What is the keyboard shortcut to start a slide show from the first slide?

A. Shift + F5

B. Ctrl + 1

C. F5

D. Ctrl + M

25. The feature that allows you to see how your printed worksheet will look is called ______.

A. Print View

B. Print Layout

C. Print Sampling

D. Print Preview
26. The Border list arrow is located in the ________ group on the Home tab.

A. Alignment

B. Clipboard

C. Font

D. Number

27. To create a chart, click the

A. Home tab.

B. Insert tab.

C. Data tab.

D. Formulas tab.

28. Built-in chart layouts and styles are found on the _______ tab.

A. Home

B. Format

C. Layout

D. Design

29. How do you change column width to fit the contents?
A. Single-click the boundary to the left of the column heading.  
B. Double-click the boundary to the right of the column heading.  
C. Press ALT and single-click anywhere in the column.  
D. None of these

30. True or False, You can modify an existing chart?
A. True  
B. False   
31. You are a nurse at Dzalanyama Clinic. In July 2010, the clinic ordered the following items: linen, drugs, syringes, microscopes, slides, thermometers, dust coats, gloves and stethoscopes costing 28.75, 19.9, 0.8, 13.8, 1.3, 7.6, 35.0, 20.5, 6.7 million Kwacha respectively. The supplier has only supplied linen, microscopes, slides and gloves. The Clinic Administrator has just asked you to analyse this order and report what has and has not been supplied and also calculate how much money the clinic has used so far. Assuming that what is supplied is what has been paid for, (a) illustrate how you would accomplish this task using MS Excel (b) calculate the percentage of the total budget that has not been used?
