Name:____________________________   Date:___________   Class:______________
Chapter 9: Word Processing

Circle One: Pretest/Posttest
Completing this as a pretest before you read the chapter will let you know which parts of the chapter to focus on. Completing this as a posttest after you read the chapter will let you know which parts of the chapter to review.

Rate your ability to do or describe how to do each of these skills. Using the key below, give yourself a 4, 3, 2, or 1 for each skill. 
_____  1.  Identify key word processing terms.

_____  2.  Create a new Word document and format the text in the document.

_____  3.  Change line spacing, text alignment, margins, and page orientation in a Word document.

_____  4.  Use the Spelling and Grammar feature.

_____  5.  Add headers, footers, page numbers, and dates to Word documents. 

_____  6.  Format bulleted or numbered lists.

_____  7.  Create and modify a table in Word.

_____  8.  Apply borders and shading to table cells.

_____  9.  Use tables to create business forms.

_____10. Use speech recognition to dictate business letters and memos.

_____11. Use text boxes to highlight text.

_____12. Insert and format graphics in a Word document.

Key: 
4 = Able to complete this skill with no help.


3 = Able to complete this skill with little help.


2 = Struggling to complete this skill and in need of reminders.


1 = Unable to complete this skill.
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