4th Grade Word Document Assessment

Name:

Circle one answer as correct.

1  . Which key on your keyboard moves your cursor to the next line?

a.)Tab key

b.)Enter key

c.)Arrow key

d.)Backspace key

2  .Which key erases words you've typed?

a.)Tab key

b.)Enter key

c.)Arrow key

d.)Backspace key

3  .Which key moves the cursor many spaces to the left quickly?

a.)Tab key

b.)Enter key

c.)Arrow key

d.)Backspace key

4  .Briefly describe how you open a new word processing document:

5  . Briefly describe how you save a document.

6  . Briefly describe the difference between “save” and “save as”

7  . Briefly describe the difference between a document saved with “.odt” at the end of its name and one with”.doc”:

