Name: _____________________

Mr. Dave Gelber

Computer Applications # 1

Period  # __________


COMPUTER APPLICATIONS # 1

Exam # 1
Full Form Business Letter

You will use Microsoft Office to complete the exam below.  Carefully follow all directions and check your results.  

(Time: 30 Minutes)  

Point Scale—(-5:formatting errors; -2 per typographical error.)
Directions:  
1. Log on to Class link.

2. Open Internet Explorer and log on to www.davegelber.com/unionhill/exam1
3. Save the file into the folder we created on Monday as {Your Last Name_Exam1}

4. Format the letter in this file as a Full Block Business Letter. 

5. Use the Date Feature to insert the current date.

6. Insert, Delete, and Replace text as shown in the handout you received when you entered the room.

7. Continue editing the document as shown in the handout.  

a. Use drag-and-drop to move the sentence beginning I look forward….before the sentence beginning Thanks so much for….. in the last paragraph.  

8. Spell check and grammar check the document.

9. Save the changes.

10. Close all documents and hand THIS sheet into Mr. Dave Gelber.  DO NOT PRINT YOUR EXAM.   

