BITE 2000 Computer Challenge Exam Study Guide
MS Word

- footers and headers

- importing text

- inserting footnotes and references

- inserting images

- using mail merge

- updating mailing list

MS Excel

- formatting cells

- using formulas

- using functions

- creating charts

- moving charts

MS Access

- creating queries

- creating tables

- formatting columns

- making relationships

- creating forms

- creating and formatting reports

MS PowerPoint

- creating new presentations

- working with designs and transitions

- inserting slides from other files

- deleting slides

- sizing and placing graphics

- creating slide shows

- setting timings for slide shows

