SchoolNet Novice - Productivity Tools

Name _____________________________________________ Date___________________________

(First) (Last)

Test Administrator ________Angela Perritt/Kathy Bradley_______ Location __________NWOCA East____

Please fill in the information in the spaces provided and give this paper to Kathy Bradley.  Also save your work on either a) a floppy disk and give to Kathy Bradley, or b) email all files to Kathy Bradley as attachments.

Performance Task 1 

· Write original text with a word processor and include at least:

· 2 different fonts

· 2 different font sizes

· 2 different Typestyles

· Centered text

· One inserted graphic from clip art

· One graphic inserted from the internet

· Save  (filename: ______________________)

Task 1 (__) completed

Performance Task 2 

· ·Create a simple database and include at least

· 2 Fields or categories

· at least 5 records

· sort data by a field

· create and print a report.

· Save  (filename: ______________________)

Task 2 (__) completed

Performance Task 3 

· Create a simple spreadsheet that includes at least

· 2 columns

· 2 rows

· 1 formula (function eg: sum or average)

· Create a chart from the data.

· Save  (filename: ______________________)

Task 3 (__) completed

Performance Task 4

· Use the paint tools to create a simple illustration

· Save  (filename: ______________________)

Task 4 (__) completed 
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