Name:__________________
HIGH SCHOOL KEYBOARDING FINAL EXAM
DISCUSSION QUESTIONS
1. Explain what Repetitive Stress Injury is, what the symptoms are, and at least three things that may cause it.  Also give two tips for preventing this injury.

2. Explain three ways that the Internet can be made Ahandicap accessible.@
3. Explain what E-commerce is and how it may affect the future of shopping.  Give examples of E-commerce.

BUSINESS LETTERS
Examine the letter from Larry=s Pet World.  Draw a line to each part and label with the appropriate letter:

A.  Complimentary close

LARRY=S PET WORLD
1400 Main Street

Oran, MO 63771

February 25, 2002

Ms. Marge Brock

1343 Johnson Road

Oran, MO 63771

Dear Ms. Brock:

Thanks for coming to our store last week.  We hope you found exactly what you were looking for.  Please stop in again and let us know if we can assist you with any of your other pet needs.

Enclosed is a coupon for $10 off your next purchase.  We hope you will come back soon.

Sincerely,

Larry Jones

kp

Enclosure

c George Winters

If you need further information, call us at 262-9000.

B.  Body

C.  Reference initials

D.  Copy notation

E.  Salutation

F.  Letterhead/return address

G.  Originator=s identification

Using the letter as a model, answer the following questions:

1.  
Is the letter typed in block or modified block format?
_____________________

4. Is the letter typed with mixed or open punctuation?

______________________

5. Who is a copy of this letter being sent to?

______________________

6. Of these three workers, which probably typed the letter: Kim Krisp, George Winters, or Kathy Patterson?


7. What is the final line of type (at the bottom of the letter) called?   

8. What is the difference between block and modified block letters?

9. When are reference initials used in preparing letters?


10. What is a letterhead?

KEYBOARD IDENTIFICATION
[image: image1.png]



Identify all letters of the alphabet and the following keys: tab, backspace, return, comma, semicolon, and period.  Be sure to write the letter legibly.  Circle the letters on the home row keys.

MEMORANDUMS
1. List the four essential heading parts of a memorandum:

___________     ___________     ___________     ___________     

2. How are memos used in business? Are they used inside the business or with clients?  How is using a memo similar to electronic mail use?

3. Is a salutation used in a memo?    YES     NO

4. Is a complimentary close used in a memo?       YES     NO

5. If the following paragraph was the body of a memo, what would be an appropriate subject line?


Please keep in mind there will be an important employee benefits meeting tomorrow afternoon at 5 p.m.  If you have any questions about the company insurance policy, dental or medical, bring your questions for the representative.  Remember, you are the driving force behind the policy changes here at Brentwood Industries.  If you want better employee benefits, please come to have your voice heard.
6. Explain two similarities and two differences between letters and memorandums.

PROOFREADER MARKS
Identify the errors in each of the following sentences or insert punctuation as instructed.  Be sure to use appropriate proofreader marks for all corrections.

1. (Capitalize the first word)
john and Melissa will be late for the meeting.

2. (Insert a comma after flood)
Before the flood it was a profitable business.

3. (Rearrange letters of misspelling)
If you have any qeustions, please ask Lorna.

4. (Spell out number)
She has 5 letters to publish in this week=s paper.

5. (Insert period at end of sentence)
Mark will not be able to assist with the project

6. (Make any way one word)
He will be attending the conference any way.

7. (Delete the extra letter)
Do you have the articcle ready for publishing?

8. (Tab the line)
He is ready for the presentation.

9. (Add space between words)
John and Mary willbe in charge of the session.

10. (Change direction to lower case)
He is working in a suburb South of Dallas.

GENERAL WORDPERFECT INFORMATION
Answer the questions in the space that follows.  Be sure to answer thoroughly and cover all parts of the question in your response.

1. What is the difference between the appearance of a tab and an indent?  What keys are pressed to create each of these formatting attributes?

2. What is the difference between text art and text boxes?  Draw an example and explain.

3. How do you add page borders in Corel WordPerfect 8?


GENERAL WORDPERFECT INFORMATION (continued)

4. Explain what reveal codes are, how to show them on screen, and how they can be used when creating documents.

5. Below is a regular paragraph with the first line tabbed:

John will be attending Southeast Missouri State University in the fall.  He will be majoring in Computer Science and will minor in Business Administration.  John is well prepared for college because he has taken Business Technology and Keyboarding classes in high school.
Label each of the following paragraphs with the appropriate letter:   (A) double indented (B) indented (C) hanging indented (D) double tabbed.  Look closely!
John will be attending Southeast Missouri State University in the fall.  He will be majoring in Computer Science and will minor in Business Administration.  John is well prepared for college because he has taken Business Technology and Keyboarding classes in high school.

John will be attending Southeast Missouri State University in the fall.  He will be majoring in Computer Science and will minor in Business Administration.  John is well prepared for college because he has taken Business Technology and Keyboarding classes in high school.

John will be attending Southeast Missouri State University in the fall.  He will be majoring in Computer Science and will minor in Business Administration.  John is well prepared for college because he has taken Business Technology and Keyboarding classes in high school.

John will be attending Southeast Missouri State University in the fall.  He will be majoring in Computer Science and will minor in Business Administration.  John is well prepared for college because he has taken Business Technology and Keyboarding classes in high school.

6. What is the difference between a decimal tab and a dot tab?


7. Explain how to copy a graphic from the Internet and use it in WordPerfect.


GENERAL TRUE/FALSE
Correct false questions below.  Draw a line through the word that makes the statement false and write the appropriate word above it or insert words as needed to make the statement read true.

T
F
1.
To line up dollar amounts, it is best to use a decimal tab.

T
F
2.
The labels feature in WordPerfect can be used to create tickets, business cards, and mailing labels.

T
F
3.
Page borders cannot be added to labels.

T
F
4.
Double clicking the ruler bar will cause the tab set dialog box to appear on the screen where you can specify the type of tab and location of tab.

T
F
5.
A decimal tab is used to create a line of periods leading to a word.

T
F
6.
To change the font face of text, you must first highlight all text that you want to change before selecting a different style.

T
F
7.
Bulleted lists can appear as stars, dots, squares, and many other symbols.

T
F
8.
Once you have made changes to a document, the changes cannot be reversed unless you close without saving.

T
F
9.
Spelling errors in WordPerfect are noted by green dots below the word.

T
F
10.
The F and J keys on a keyboard have ridges or bumps on them.

T
F
11.
The spacebar key is operated by the thumb. 

T
F
12.
The backspace key is operated by the index finger.

T
F
13.
The enter key is operated by the pinky finger.

T
F
14.
Some sources say that when the Y2K problem occurs, cars will stop running, computers will not work, and bank automatic teller machines will not be able to dispense money.

T
F
15.
Smart houses are affordable, inexpensive ways to integrate technology with living.

T
F
16.
E-mail monitoring is sometimes done in businesses to make sure employees are not participating in illegal activities.

T
F
17.
Reveal codes can be shown by using the Edit menu.

T
F
18.
Text boxes can have shadows or rounded corners added to them.

T
F
19.
To sort ascending means to sort from Z to A.

T
F
20.
To insert page numbers in a document, you must insert the page number code rather than type in the actual number.

