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ENTRY LEVEL TECHNOLOGY STANDARDS FOR PROFESSIONAL EDUCATION

BASIC TECHNOLOGY LITERACY EXAM

GENERAL INSTRUCTIONS

SAMPLE TEST

1. This sample test will prepare you for the Basic Technology Literacy Exam.  The exam is given in Microsoft Office 2007.
2. At the actual test site you will be given a flash drive on which to save your work.  For the sample test use your own flash drive or your hard drive to save your work.
3. After completing the boot process, insert the flash drive into a USB port, or use your hard drive, to create and save the following five folders: 

1) WORD PROCESSING  

2) SPREADSHEET 
3) TELECOMMUNICATIONS  

4) PRESENTATION  

5) DATABASE


STEP 1 - Double click on My Computer.


STEP 2 - Double click on the flash or hard drive icon.


STEP 3 - Click on File at the top of the screen, New, and then Folder.


STEP 4 - Type the name of the folder (ex. WORD PROCESSING)

STEP 5 - To change folder name:  Right click on the New Folder, click on                             rename, and type the name of the folder.

4.
Proceed to Module 1 to begin the sample test.  Be sure to follow the instructions for each task.
