Chapter 1
On the Way to Computer and Information Literacy

Name: ______________________________   Date: ______________________

Chapter 1 discusses why it is important to be computer and information literate in today’s world. One way you can show an employer that you are computer and information literate is by preparing a portfolio. The chapter shows you how to use Microsoft OneNote for this purpose. You may use any available software. The questions below will help you select items that demonstrate your computer and information literacy.
1. Which of the following is the most efficient way to present information about your staff’s salaries and wages?

_____columns drawn on a legal pad

_____a Microsoft Excel spreadsheet

_____a Microsoft Word document

_____a pie chart drawn on newsprint

2. Your boss wants to read an article in yesterday’s newspaper about hip replacements. Which of these is most likely to be the fastest way to find the article? 

_____Go through the trash or recycling bin and retrieve the article from yesterday’s 
          paper. 

_____Call the newspaper and ask them to mail you a copy of the article.

_____Look up the article on the newspaper’s Web site and e-mail her a copy.

_____Call Uncle Harry and ask him if he saved the article.
3. This is a multiple answer question; you will need to select multiple answers by placing a check mark next to the appropriate answers. 

Which of these is an appropriate way to present a resume to an employer?

	
	Microsoft Word document

	
	PDF

	
	Handwritten on a legal pad

	
	Link to your Facebook page


4. A potential employer wants to see examples of your drawings. Which is the most efficient way to send them to him/her?
_____Personally deliver your hard copies to the office.

_____Send an email with some attachments of your drawings.

_____Email the employer a link to your electronic portfolio or Web site.

_____Send your drawings through regular mail.

5. You are unsure whether to use affect or effect in a sentence. Which of these is an efficient way to find out using technology?

______Look the words up in the old dictionary you have lying around.

______Ask the grammarian in your workplace.

______Make your best guess.

______Check an online dictionary.

6. This is a multiple answer question; you will need to select multiple answers by placing a check mark next to the appropriate answers. 

You forgot to bring a pen to your computer class. How can you take notes without a pen?

	
	Write your notes in a Word document and e-mail them to yourself.

	
	Write your notes in an e-mail and send it to yourself.

	
	Use Microsoft OneNote

	
	Hope you remember


7. You want to find out if Dr. X is a specialist in hip replacements. Which of these is an efficient way to find out using technology? 
______Call his/her office and ask the receptionist.
______Make an appointment and ask him/her yourself.
______Check his/her Web site.
______Use a search engine like Google.

8. Patient Y wants a copy of his/her x-ray to take to another specialist. Which of these is the most convenient way to send a copy?

______Email a digital file.

______Send a copy through the mail.
______Have him/her come to the office and pick it up.
______You don’t give copies of x-rays.
9. You want to learn more about new procedure for hip replacement surgery. The most efficient way to learn about it is to:

_____ use a search engine like Google.

______call your doctor.

______go to the library.

______wait until Uncle Harry has the surgery.
10. This is a multiple answer question; you will need to select multiple answers by placing a check mark next to the appropriate answers. 

You want to save your research on hip replacements to show to Uncle Harry. Which of these are efficient ways to store the information?

	
	Print all the information and put it in a big folder.

	
	Make a folder on your computer’s desktop.

	
	Use Microsoft OneNote

	
	Hope you remember
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