COMPUTER APPLICATION 
[bookmark: _GoBack]1ST SEMESTER FINAL – STUDY GUIDE
KNOW:
WORD:
· Four ways to add shapes to a SmartArt Object
· Ways to add shapes to the same SmartArt Level
· [image: ][image: ][image: ][image: ][image: ][image: ][image: ]The quickest way to add a row to the bottom of a table
· Define a Row, Column, Cell when working with Tables
· How to remove the white background of ClipArt images
· What needs to be done to stop the formatting above your cursor, in order to change the formatting below your cursor when creating columns
· How to move from the left column to the right column
· How to stop using columns and return to “normal” layout
· How to trim your pictures/graphics
· How to create a perfectly straight line / proportional shape
· The 2 ways to Increase & Decrease levels in a bulleted or numbered list
· The difference between the various Tab Marks
· The four types of leaders
EXCEL:
· How Rows & Columns are identified
· What all formulas begin with
· How to explain “dragging and copying” formulas and text
· Understand how a formula changes as it is “drug and copied”
· The meaning of   :    and     ,    and     +
· How to write formulas for
· 
· Totals
· Average
· Multiplication
· Division
· Counting
· Minimum
· Maximum
· IF Functions
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COMPUTER PART  - - -  BE ABLE TO:
1. In Word . . .
· 
· Add bulleted or numbered lists
· Apply leaders
· Add Page Borders
· Insert & Edit WordArt


2. In Word . . .
· 
· Edit the margins
· Create & edit Columns
· Edit graphics
· Edit Shapes 


3. In Word . . . 
· Insert & edit SmartArt Graphics
· Add Shapes
· Add/Delete Levels

4. In Word . . .
· 
· Insert a Table
· Split & merge cells
· Edit Columns & Rows
· Add Borders & Shading


5. In Excel . . .
· Calculate formulas for:
· 
· Totals
· Average
· Multiplication 
· Division
· Counting
· Minimum
· Maximum
· IF Functions


6. In Excel . . .
· Turn information in Excel into a Chart
· Edit that Chart

** For the Computer Part, you will choose a slip of paper that will have a number 1-6 on it.  That slip of paper will have your computer part on it, and the number relates to the numbers listed above.  So, you will not be required to actually DO all of the stuff listed above for the test, however, you should KNOW how to do it all since you do not know which part you will chose.
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Tagree with your assessment of Cole's learning style. Since Cole is extremely social, hie is also
comfortable talking to others and gets energized and confident from being social. These are signs of
being an extrovert. As far as being infuitive goes, Cole sounds like the type of person that works in
spurts but dislikes routine work and detailed work, such as  presentation, report, and reference page.
Cole also shows signs of living towards his own personal vision of his future. He is doing so by not
caring or wanting to take part in your class. He has his own vision, and that is all he is living towards.
All of these factors make him a clear intuitive student. Moreover since Cole is a social student, it is
‘most likely also true that he focuses on his personal relationships with people. Cole also makes
decisions based on his heart, and in his heart he is becoming a construction worker afier high school.
N These attributes categorize him as a feeler. Lastly, Cole sounds as though he has his own set of
opinions and in that makes decisions rather quickly. These characteristics rank Cole as a judger, thus
Tcompletely agree with your assessment of Cole's learning style.

Your lesson plan sounds like 2 very beneficial lesson/plan/project that can only better assist
N students in planning for their future. Your lesson plan served more than one learning style, but also
seemed to greatly serve Cole. Cole was classified as ENFJ, and this lesson plan sounds great for an
extrovert student. Extrovert’s love to talk, socialize, and volunteer; thus this lesson allows him to
rescarch information about being  construction worker in a way that he is comfortable with. One
such suggestion could be talking to actual construction workers through the process of
interviews. This interview aspect is the activity that could be best suited for Cole and his ENET
learning style. Morcover, Cole might have the most trouble with the reference page portion of the
activity. Cole's learning style dislikes routines and detailed work and creating a reference page is
very detailed work. All in all, the only way that I would change/adapt your lesson plan is by also
having speakers come in and speak to the class about different careers. In this fashion if a dentist
comes and speaks to the class, and one student knows he or she wanfs to become a dentist, he or she
N can follow up with the dentist to schedule an interview to find out more rescarch about what goes
into becoming a dentist. Great job!

Lauren Sullivan

RE: Nichole Z.
coLLaPsE

E Nichole,

Swdy..| PJ
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Tagree with your assessment of Cole’s leaming style. Since Cole is extremely social, he is also
comfortable talking to others and gets energized and confident from being social. These are signs of
being an extrovert. As far as being infuitive goes, Cole sounds like the type of person that works in
spurts but dislikes routine work and detailed work, such as  presentation, report, and reference page.
Cole also shows sigas of living towards his own personal vision of his fufure. He is doing so by not
caring or wanting fo take part in your class. He has his own vision, and that is all he is living towards.
All of these factors make him a clear intuitive student. Moreover since Cole is a social student, it is
‘most likely also true that he focuses on his personal relationships with people. Cole also makes
decisions based on his heart, and in his heart he is becoming a construction worker afier high school.
These attributes categorize him as a feeler. Lastly, Cole sounds as though he has his own set of
opinions and in that makes decisions rather quickly. These characteristics rank Cole as a judger, thus
Tcompletely agree with your assessment of Cole's learning style.

Your lesson plan sounds like 2 very beneficial lesson/plan/project that can only better assist
students in planning for their future. Your lesson plan served more than one learning style, but also
seemed to greatly serve Cole. Cole was classified as ENFJ, and this lesson plan sounds great for an
extrovert student. Extrovert's love to talk, socialize, and volunteer; thus this lesson allows him to
rescarch information about being  construction worker in a way that he is comfortable with. One
such suggestion could be talking to actual construction workers through the process of

interviews. This interview aspect is the activity that could be best suited for Cole and his ENET
learning style. Morcover, Cole might have the most trouble with the reference page portion of the
activity. Cole's learning style dislikes routines and defailed work and creating 2 reference page is
very detailed work. All in all, the only way that I would change/adapt your lesson plan is by also
having speakers come in and speak to the class about different careers. In this fashion if a dentist
comes and speaks to the class, and one student knows he or she wanfs to become a dentist, he or she
can follow up with the dentist to schedule an interview to find out more rescarch about what goes
into becoming a dentist. Great job!

Lauren Sullivan
RE: Nichole Z.

Nichole,

coLLaPsE
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Tagree with your assessment of Cole's learning style. Since Cole is extremely social, hie is also
comfortable talking to others and gets energized and confident from being social. These are signs of
being an extrovert. As far as being infuitive goes, Cole sounds like the type of person that works in
spurts but dislikes routine work and detailed work, such as  presentation, report, and reference page.
Cole also shows signs of living towards his own personal vision of his future. He is doing so by not
caring or wanting to take part in your class. He has his own vision, and that is all he is living towards.
All of these factors make him a clear intuitive student. Moreover since Cole is a social student, it is
‘most likely also true that he focuses on his personal relationships with people. Cole also makes
decisions based on his heart, and in his heart he is becoming a construction worker afier high school.
N These attributes categorize him as a feeler. Lastly, Cole sounds as though he has his own set of
opinions and in that makes decisions rather quickly. These characteristics rank Cole as a judger, thus
Tcompletely agree with your assessment of Cole's learning style.

Your lesson plan sounds like 2 very beneficial lesson/plan/project that can only better assist
N students in planning for their future. Your lesson plan served more than one learning style, but also
seemed to greatly serve Cole. Cole was classified as ENFJ, and this lesson plan sounds great for an
extrovert student. Extrovert’s love to talk, socialize, and volunteer; thus this lesson allows him to
rescarch information about being  construction worker in a way that he is comfortable with. One
such suggestion could be talking to actual construction workers through the process of
interviews. This interview aspect is the activity that could be best suited for Cole and his ENET
learning style. Morcover, Cole might have the most trouble with the reference page portion of the
activity. Cole's learning style dislikes routines and detailed work and creating a reference page is
very detailed work. All in all, the only way that I would change/adapt your lesson plan is by also
having speakers come in and speak to the class about different careers. In this fashion if a dentist
comes and speaks to the class, and one student knows he or she wanfs to become a dentist, he or she
N can follow up with the dentist to schedule an interview to find out more rescarch about what goes
into becoming a dentist. Great job!

Lauren Sullivan

RE: Nichole Z.
coLLaPsE

- Nichole, -
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