Name___________________________  
1. What does the help button look like?  Circle it

[image: ]
2. What button on the keyboard do you have to hit in order to get key tips above your ribbons?____________________________
[image: ]

3. What does the show/ hide button look like?  Circle it
[image: ]
4. Under the font group, what button do you have to hit in order to get more buttons for the Font group?  Circle it
[image: ]
5. Where do you go to move the quick access toolbar below the ribbon?  Circle it


[image: ]


6. How do you get a mini-toolbar to pop up?____________________________________________
[image: ]



7. How do you hide white space at the top of the document?____________________________________________________

8. How many letters must you type before Auto-complete will pick the word?____________________


9. What type of letter is this?_____________________________
[image: ]
10. What type of letter has no punctuation after the Salutation or closing?_____________________

11. What type of letter has a colon after the salutation and a comma after the closing?________________



12. Where do you go to Save as a Previous document?  Circle it
[bookmark: _GoBack][image: ]

13. What view is this an example of?__________________________________ [image: ]
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August 18, 2015

Mr. Donald Young
Service Manager
Smith Auto Sales Inc
274 Oakland St

Payne, OH 45880-1483

Dear Mr. Donald Young:

One of your employees Ken Jenkins, told me that you plan to hie a new mechanic ina
few weeks. I would like to apply for the mechanic position at your company.

My training and experience fit your job. For the last two years, I have worked at
Goodman’s Tire and Auto Center, primarily doing func-ups, general engine repar, front
wheel alignments, and wheel and brake work. While my present job is satisfying, I
would like to work for a new car dealership where I can use my diagnostic and
‘mechanical abilities. 1 hold a state inspection license and own my owa tools

The enclosed copy of my resume provides frther details about my background. I could
be available for employment following 2 fwo-week notice to my present employer.

Twould be happy to meet with you for an interview at your convenience. I can be
reached after 4 p.m. at 555-0127.

Sincerely,
William D. Schneider, .

William D. Schneider, Ir
Fern Creek Business/ Technology Dept. Chair/ Teacher Leader

Enclosure
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