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Comma Productions Professional Development Program
Level 8: The Paperless Office

Test 8

Welcome to Microsoft Outlook
Which of the following are true? Indicate all the correct statements with a check mark in the box.

 FORMCHECKBOX 
  Outlook has four panes: the Outlook bar, the Folder List, the Inbox, and the Preview Pane 
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 FORMCHECKBOX 
  When you create a new email message, Microsoft Word can be your default editor
 FORMCHECKBOX 
  Contacts, your collection of electronic business cards, include name, address, phone and email
 FORMCHECKBOX 
  You can set the delivery options to send your email later tonight, or next week
 FORMCHECKBOX 
  A Delivery Receipt is from the System Administrator and indicates that your email reached the recipient’s Inbox 
 FORMCHECKBOX 
  A Read Receipt means that the recipient opened your email message

 FORMCHECKBOX 
  You do not have to return a Read Receipt
 FORMCHECKBOX 
  When you receive an attachment, you should click and save it to disk.
 FORMCHECKBOX 
  The Rules Wizard can filter email based on subject, content, or from somebody
 FORMCHECKBOX 
  You can create a Rule to send all of the emails from one or more email addresses to a folder

Take Two: Big Time
Which of the following are true? Indicate all the correct statements with a check mark in the box.

 FORMCHECKBOX 
  Email can be plain text, rich text, but not HTML
 FORMCHECKBOX 
  The email format can be selected by going to Tools-Options->Mail Format

 FORMCHECKBOX 
  Outlook determines the best method for sending your email, based on the recipient’s address
 FORMCHECKBOX 
  You can create a web page in Word and paste it into an email message

 FORMCHECKBOX 
  Any document in Word can be emailed by going to File->Send To

Take Control: Save A Tree

A one page Word Document keeps printing out a blank second page. You are assigned to figure out why. There are a number of step you can take. 
Which of the following are true? Indicate all the correct statements with a check mark in the box.

 FORMCHECKBOX 
  Print the document and go quickly to the Printer Tray, Start -> Settings -> Printer, to delete the document before the second page is printed.  

 FORMCHECKBOX 
  Use the Show/Hide tool to reveal any extra blank lines on page two of the document

 FORMCHECKBOX 
  Use the Print Preview tool to reveal any extra blank lines on page two of the document

 FORMCHECKBOX 
  If the same thing happens in Microsoft Excel, use Show/Hide again to reveal non-printing codes

Tech Talk: Making It Count 

Which of the following are true? 
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Indicate all the correct statements with a check mark in the box.

 FORMCHECKBOX 
  In Windows, the operating system controls the printer settings, not the individual applications.  

 FORMCHECKBOX 
  If a document won’t print in Word, see if something else will print from Excel. This will test the print queue.

 FORMCHECKBOX 
  When troubleshooting a printer you should try a test page. Right mouse click the printer in the printer folder and select the properties. There should be a button that says Print Test Page.

The Administrator: Hot Off the Presses 

Which of the following are true? 

Indicate all the correct statements with a check mark in the box.

 FORMCHECKBOX 
  If you send a document to the printer, you can cancel that print job. No one else has the right to cancel your printing except the Administrator.  

 FORMCHECKBOX 
  In Windows NT, Windows 2000 and Windows XP, you can clear a blocked print queue by starting and stopping the Print Spooler Service. This will clear out the document that is stuck, so that the rest of the files in the queue can print.  
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