
 

  

 

                                                                                                                                                                                  

 

Sample Questions 

Internet Ability 
 

1. How do you attach files using Microsoft Outlook?  

a. Click on the button labeled "Forward" and then "Open." 

b. Click on the paper clip icon and then "Open."  

c. Right click with the mouse and select "Follow Up."  

d. This function cannot be done unless the file is at least 25MB. 
 

2. What is the best program to use for making a spread sheet?   

a. Microsoft Word  

b. Microsoft Publisher  

c. Microsoft Excel 

d. Microsoft PowerPoint 
 

3. What is part of a database that holds only one type of information?  

a. Report 

b.  Field 

c. Record  

d. File 
 

4. How do you properly shut down a computer?  

a. Press the power switch on the front of the CPU to turn off the machine accepted by PDA 

b. Press the power button on the front of the monitor. 

c. Go to the "Start" button and select "Shut Down." 

d. Go to the "Start" button and select "Log Off." 

e. Press the "Shut Down" key on the keyboard. 
 

5. Can you enter text at 20 words per minute? Can you enter text at 20 words per minute? 

a. Yes 

b. No 
 

6. Have you ever used a digital calendar or scheduling system?(Like Google Calendar, Outlook, iCal, Blackberry 
Calendar, etc) 

a. Yes 

b. No 
 
 
 
 
 



 

  

 

7. Which of the following is NOT part of Microsoft Office:  

a. Excel  

b. Dropbox  

c. Word 

d. Access 

e. PowerPoint 
 

8. How do you rename a file saved on your computer?  

a. Right click on the file name and choose "Rename File." Type the new file name. 

b. Left click on the file name and choose "Rename File." Type the new file name. 

c. Open the file. Click "Edit" at the top left of the screen and select "Rename."  

d. Open the file. Click "File" at the top left of the screen and select "Save." 

e. Open the file. Click "File" at the top left of the screen and select “Rename." 
 

9. When filling out an online form, the * (asterisk) symbol usually means that it is a required filed. 

a. True 

b. False 
 

10. Which of the following is NOT a correct file format:   

a. Document 

b. Spreadsheet 

c. Desktop 

d. Database 

  

  

  

  
                      

  


