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Texas Essential Knowledge &
Skills (TEKS)

« Word Processing Software Skills:

= Changing fonts and font size

= Adding emphasis to text

= Aligning text

= Changing line spacing

= Cutting, copying, and pasting text

= Inserting pictures from files

= Creating and entering text into a table

= Opening and completing a mail merge wizard

= Inserting text hyperlinks

Texas Essential Knowledge &
Skills (TEKS)

« Spreadsheet Software Skills:

= Entering Numbers

= Constructing a Formula, Using the Sum Function, and Editing
Numbers in Cells

= Charting Data

= Using the SUM, AVERAGE, and MEDIAN Functions

= Using the MIN, MAX, and COUNTIF Functions

= Sorting and Filtering in an Excel Table
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How Competent are TTU Students with
Basic Computer Application Skills?

« Word Processing Software (e.g., Microsoft Word)
 Presentation Software (e.g., Microsoft PowerPoint)
+ Spreadsheet Software (e.g., Microsoft Excel)

+ Database Software (e.g., Microsoft Access)

Texas Essential Knowledge &
Skills (TEKS)

« Presentation Software Skills:

= Inserting a Picture Using a Content Layout

= Applying Slide Transitions to a Presentation

= Applying a Background Fill Color and Resetting a Slide
Background

= Setting Effects and Timing Options

= Applying Animation to a Graphic

= Creating a Table

Texas Essential Knowledge &
Skills (TEKS)

« Database Software Skills:

= Changing the DATA Type of a Field in Datasheet View

= Modifying a Field Size and Description in Design View

= Using the Simple Query Wizard to Create a Query

= Creating a Form

= Creating Table Relationships and Enforcing Referential Integrity
= Modifying a Form in Design View

= Adding, Resizing and Moving controls in Layout View
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How Confident Do You Feel About Using a Computer?
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