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BASIC  COMPUTER  TESTING
Computer Basic
Start computer
Shut off computer
Turn on monitor
Shut off monitor
Check plug-ins: power cord, keyboard, mouse, monitor cable
Open programs- find games- open backgammon
Laptop: open Wi-Fi connection
Access Printers- delete print job
Insert headphones
Scan document
Use flash drive
Save to a CD/DVD

Printing- 
Print a paper
Preview a paper
Select/change printer
Paper orientation (portrait/landscape)

Microsoft Word:
Open Word
Save/ Save As
Cut/ Paste
Redo-undo
Change Font: style, size, color, left/center/right align, 
Insert picture/photo
Bold/Italic/Underline
Line spacing
Bullets
Columns
Spell Check
Paper orientation- Portrait/Landscape
Close

Microsoft Excel
Open
Save/Save as
Cut/Paste
Change Font: style, size, color, left/center/right align, 
Borders
Add rows
Delete rows
Auto fit columns
Auto Sum
Close



Internet:
Know what a search engine is
Open search engine
Access images
Access maps
Opening email attachments
Setting up email account with different services

Facebook-
setting up an account
Setting privacy settings
Downloading pictures
Sharing photos
E-Books
Downloading
Basic operation of device
Databases
Do a simple keyword search on EBSCO omnifile
Search for a title on World Cat
Know how to do a simple name search on the HeritageQuest databases.
Be familiar with:
NebraskAccess
Learn-a-test
Job and Career Accelerator

