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Unit 2 Test Review



The following is a list of study skills to help you prepare for tests in this course as well as your other subjects. Everyone has their own studying style, so find the one that works best for you!

Study Skills

1. Studying is a daily process.

2. Plan your work. Divide the subject to be covered by the test into sections according to the number of days before the test for review.

3. Make a study schedule and check it off as you go.

4. Set a goal to improve your marks.

5. Study alone.

6. Memorize by learning. Make sure you understand what you read. If you cannot clearly express the ideas in the note in your own words, you don't really understand it yet!

· Acronyms - use the first letter of each word in a sentence to represent the first letter of the word/list you wish to memorize. Example: HOMES - To learn the names of the Great Lakes
7. 3R's – read many times, recite in your own words, review often

8. Test yourself

9. Study things you don’t know well FIRST 

Unit Two Review

· You should be able to explain what a word processor is and what it allows a user to do.
· You should know and be able to explain common word processing terms, such as, copy, past, margins.
· You should be able to explain what a spreadsheet is and what it allows a user to do. 
· You should know the advantages of using a spreadsheet
· You should know and be able to explain common spreadsheet terms, such as, functions, if statements.
· You should know what a database is and the purpose behind one

Test Format:


Definitions:		 8 marks


Short Answer		 4 marks


Matching:		 8 marks


Total			20 marks








