Computer Skills Assessment Test 
There are 20 questions on the assessment. You have 20 minutes to take the test. 
Name * 



 First Name				Last Name
· 1. Microsoft Word is a ________. * 
File format Word Processor Text application Free computer program 
· 2. On a PC, (Control + C) and (Control + V) are shortcuts used to __ and __ * 
Open/Close Enter/Delete Copy/Paste Save/Print 
· 3. Assuming the same price, which size flash drive should you buy? * 
4 mb 4 kb 4 gb 4 bytes 
· 4. If you "bcc" 2 people on an email, can they see each other's email address? * 
Yes No Maybe Sometimes 
· 5. If you "cc" 2 people on an email, can they see each other's email address? * 
Yes No Maybe Sometimes 
· 6. Which of the following is used to save the frequently visited web sites?. * 
Frequents List Favorites List Explorer List None of the Above 
· 7. What does the "reply all" function do in emails? * 
It allows you to respond to the person sending the message. It allows you to address everyone in your network. It allows you to address everyone in your address book. It allows you to respond to the recipients of the original message. 
· 8. When you minimize a program, it closes the program. * 
True False 
· 9. Which option allows a user to make a copy of a file in a different folder or with a different name? * 
Save Save as 
· 10. Which of the following is a program designed to create spreadsheets? * 
Word Power Point Excel Outlook 
· 11. If you want to create a presentation using many pictures, what program do you want to use? * 
Word Power Point Excel Outlook 
· 12. If you want to type a paper, what program do you want to use? * 
Word Power Point Excel Outlook 
· 13. If you want to send an email, what program do you want to use? * 
Word Power Point Excel Outlook 
· 14. jsmith@ccbs.edu is an example of an email address. * 
True False 
· 15. This is an example of a website address: www.ccbs.edu. * 
True False 
· 16. Which font is expected for formal papers with religious content? * 
Arial Calibri Garamond Times New Roman 
· 17. What size font is expected for formal papers with religious content? * 
11 12 14 16 
· 18. Search engines and databases make it harder to find information on the internet. * 
True False 
· 19. How often should you backup data? * 
Once in awhile. On a regular schedule. After the computer is stolen or malfunctions. 
· I certify that I have not received any unauthorized help on this assessment and that all work will be my own. 

I certify that I have not received any unauthorized help on this assessment and that all work will be my own.
Enter any content that you want to repeat, including other content controls. You can also insert this control around table rows in order to repeat parts of a table.



SUBMIT


Computer Skills Assessment | J. D. Williams, Sr. Bible Institute | 2020	 Page 2

image1.wmf

