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òîãbrÛa@ñ†yìÛa@ZpbÔîjİnÛa òîbþa@ @
 Key Applications@ @

אא אMicrosoft Office 
٤٤אK 

א١אW 

 
Microsoft WordאאאF

windowsE 
אאW 

אאאWord 
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 
QUESTION:Start Word. 
QNTEXT:Start Microsoft Word using the Start menu.   

(Do NOT use Windows Explorer.) 
  

START STEP 1 STEP 2 STE 3 ? 
1. Start button  Start     
2. Right-click Start 

button  
TAM     

Start 
3. Programs/Microsoft 

Word 
(3/11)  

FINAL     

4. New Office 
Document 
(1) 

NewOffDocDB     

5. Open Office 
Document 
(2) 

TAM     

6. Run… 
(8) 

TAM     
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NewOffDocDB 
7. Double-click Blank 

Document  
FINAL     

8. Click Blank 
Document  

Click OK  FINAL   

9. Click Blank 
Document  

Press RETURN FINAL   

10. Right-click Blank 
Document  

MpopupOffOpen     

11. Click then right-click 
Blank Document 

MpopupOffOpen     

MpopupOffOpen
12. Select New 

(1) 
FINAL     

13. Select Open 
(2) 

FINAL     

Additional Notes 
A. Start/Open Office Document is TAM because 

no document is specified even though this would 
open Word. 

  

B. SHIFT-F10 is dead in NewOffDB b/c it is dead in 
ITRA  

  

C.     
  

 
 
 
 
 
 
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א٢אW 

 
officeאK 

אאW 
אF1 אאאK 
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QUESTION: Help - Display Office Assistant 
QNTEXT: Display the Office Assistant with options for 

searching for a specific help topic. 
  

START STEP 1 STEP 2 STEP 3 ? 
1. F1 FINAL      
2. Help/Microsoft 

Word Help (9/1) 
FINAL      

3. "Help" icon FINAL      
4. Help/Show the 

Office Assistant  
(9/2) 

Click Office 
Assistant 

FINAL   

Additional Notes 
A. Suggestions that appear with the Office 

Assistant have been cropped so that only the 
question “What would you like to do?” 

 appears. 

  

א٣אW 
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אא 
אאW 

אא
אאK 

QUESTION: Toolbars  
QNTEXT: Display the “FORMS” toolbar. 
  

START STEP 1 STEP 2 STEP 3 ? 
1. View/Toolbars/Forms  

(3/5/15) 
FINAL     

2. View/Toolbars/Customiz
e… (3/5/17) 

Customiz
eDB 

    

3. Tools/Customize...  
(6/15) 

Customiz
eDB 

    

4. Double-click gray area Customiz     
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at right of Standard 
toolbar. 

eDB 

5. Right-click the toolbar PopupTo
olbar  

    

6. "More Buttons" icon  TAM 
(See note 
A) 

    

PopUpToolbar
7. Select Forms  

(15) 
FINAL     

8. Select Customize...  
(17) 

CustomizeD
B 

    

CustomizeDB 
9. Click Forms checkbox  FINAL     

Additional Notes
A. User can open the CustomizeDB.  Indirect 

method. 
  

B. ITT, only the lower half of the checkboxes 
are visible in the CustomizeDB. 

  

 
 
 
 
 
 
 
 
 
 
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א٤אW 

 
K 

אאW 
FEאאאא

K 
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QUESTION: Create New Document – Blank. 
QNTEXT: Create a new blank document. 
  

START STEP 1 STEP 2 STEP 3 ? 
1.         "New" icon FINAL     
2. CONTROL-N FINAL     
3. File/New...  

(1/1) 
NewDB     

4. Start button  StartMenu     
NewDB 
5. Double-click 

Blank Document 
FINAL     

6. Click Blank 
Document 

Click OK FINAL   

7. Click Blank 
Document 

Press 
RETURN 

FINAL   
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8. Right-click Blank 
Document 

MpopupA     

9. Click then right-
click Blank 
Document 

MpopupA     

MpopupA 
10. New  

(1) 
FINAL     

StartMenu 
11. Click New Office 

Document
NewOffDB     

NewOffDB 
12. Double-click 

Blank Document 
FINAL     

13. Click Blank 
Document

Click OK FINAL   

14. Click Blank 
Document

Press 
RETURN 

FINAL   

15. Right-click Blank 
Document

MPopupB     

16. Click then right-
click Blank 
Document

MPopupB     

MPopupB
17. New  

(1) 
FINAL     

18. Open  
(2) 

FINAL     

Additional Notes
A. Windows icon key (Start menu appears) – can’t 

support 
  

B. ITT - Right-Click Start Button  – dead,   
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ITRA - PopUp menu appears  
C. MpopupA - Open (2) is not a correct method 

here because it opens the template.  It does not 
create a new document like in MPopupB. 

  

D. NewDB - ITRA, user can tab to both 
radiobuttons.  ITT, user can only tab to the 
selected radiobutton. 

  

א٥אW 

 
אExcel אPURCHASE 

ORDERK 
אW 

אKKKא
אאK 

אFFאEE 
אא

אאK 
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QUESTION: Create New Workbook – Template 
QNTEXT: Use the Excel Spreadsheet Solutions template 

named "PURCHASE ORDER" to create a new workbook.      
  

START STEP 1 STEP 2 STEP 3 ? 
1.        File/New… 

(1/1) 
NewDB     

2.        Click Start StartMenu     
3.        Right-click 

Start
TAM (see note 
C) 

    

NewDB (Click Spreadsheet Solutions  tab) 
4.        Double-click 

Purchase Order
FINAL      

5.        Click 
Purchase 
Order

Click OK  FINAL   

6.        Click Press RETURN FINAL   
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Purchase 
Order

7.        Right-click 
Purchase 
Order

MPopupNewFile     

8.        Click then 
right-click 
Purchase 
Order

MPopupNewFile     

StartMenu 
9.        Click New 

Office 
Document

NewOffDB     

NewOffDB (Click Spreadsheet Solutions  tab) 
10.    Double-click 

Purchase Order
FINAL      

11.    Click 
Purchase 
Order

Click OK  FINAL   

12.    Click 
Purchase 
Order

Press RETURN FINAL   

13.    Right-click 
Purchase 
Order

MPopupNewFile     

14.    Click then 
right-click 
Purchase 
Order

MPopupNewFile     

MPopupNewFile 
15.    Select New (1) FINAL     
16.    Select Open 

(2) 
FINAL      

Additional Notes 

o b e i k a n d l . c o m 
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A. CONTROL-N and clicking on the "New"  icon 
should both be wrong. 

  

B.  ITRA – before going to Final, there is a macro 
warningDB appears. 
ITT – not supported. 

  

C. It is an indirect method, so ITT is TAM.   
  

א٦אW 

 
אאFFEEאאLאאFF

אKEE 
אאW  

FFEEאאאFFKEE 
אאCtrl+OK 

אFFאאEEאFFKEE 

o b e i k a n d l . c o m 



97 

 
QUESTION: Open Document 
QNTEXT: Open a workbook named "NETMETEO" 

located in the current directory/folder.  (Do NOT use the 
Windows Explorer.)     
START STEP 1 STEP 2 STEP 3 ? 
1.        File/1  

(1/15) 
FINAL     

2.        File/Open… 
(1/2) 

OpenDB     

3.        CONTROL-
O 

OpenDB     

4.        CONTROL-
F12 

OpenDB     

5.        ALT-
CONTROL-
F2 

OpenDB     
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6.        "Open" icon OpenDB     
7.        Click Start StartMenu     

StartMenu 
8.        Click Open 

Office 
Document

OpenOffDB     

OpenDB 
9.        Double-click 

 
FINAL      

10.    Click 
o

Click Open  FINAL    

11.    Click  Press 
RETURN 

FINAL    

12.    Type 
in 
 tbox (see 
notes D and 
E) 

Click Open  FINAL    

13.    Type 
in 
 tbox (see 
notes D and 
E) 

Press 
RETURN  

FINAL    

14.    Click  Click Open 
 drop-down 
arrow

MOpenButton   

15.    Type 
in 
 tbox (see 
notes D and 
E) 

Click Open 
 drop-down 
arrow 

MopenButton 
(see Note C) 

  

o b e i k a n d l . c o m 
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16.    Right-click  
 

MpopOpen     

17.    Click  SHIFT-F10 MpopOpen   
18.    Click  Right-click 

 

MpopOpen   

MopenButton 
19.    Select Open 

(1) 
FINAL     

20.    Select Open 
Read-Only 
(2) 

FINAL     

21.    Select Open 
as Copy (3) 

FINAL     

MpopOpen 
22.    Select Open 

(1) 
FINAL      

23.    Select Open 
Read-Only 
(2) 

FINAL      

24.    Select Open 
as Copy (3) 

FINAL      

OpenOffDB 
25.    Double-click 

 
FINAL      

26.    Click  Click Open  FINAL    
27.    Click  Press 

RETURN 
FINAL    

28.    Type 
in 
 tbox (see 
notes D and 

Click Open  FINAL    
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E) 
29.    Type 

in 
 tbox (see 
notes D and 
E) 

Press 
RETURN  

FINAL    

30.    Click  Click Open 
 drop-down 
arrow

MopenButton1   

31.    Type 
in 
 tbox (see 
notes D and 
E) 

Click Open 
 drop-down 
arrow 

MopenButton1 
(see Note C) 

  

32.    Right-click  
 

MpopOpenOff     

33.    Click  SHIFT-F10 MpopOpenOff   
34.    Click  Right-click  

 

MpopOpenOff   

MpopOpenOff
35.    Select Open 

(1) 
FINAL      

36.    Select Open 
as Copy (2) 

FINAL      

MopenButton1 
37.    Select Open 

(1) 
FINAL      

38.    Select Open 
as Copy (2) 

FINAL      

Additional Notes
A. The Windows icon key is dead and not 

supported.   
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B. The name of the file to open should not appear 
in the Window menu. 
Selecting any file name listed in the Window 
menu should be wrong. 

  

C. OpenDB/OpenOffDB – ITRA when users type 
in  tbox, the open pull-down 
menu slightly different.  ITT – not supported. 

  

D. Can also type: .xls   
E. Using Arabic keyboard, type kj ldjd, for  

Using Arabic keyboard, type kj ldjd, Then 
switching to English keyboard type .xls for 
.xls 

  

F. It’s correct if user selects the following options 
in  cbox 
OpenDB: All Microsoft Excel Files, All Files, 
Microsoft Excel Files or Worksheets 
OpenOffDB: All Files, Office Files or 
Workbooks

  

G. OpenDB/OpenOffDB – ITT changes in the 
cboxes that don't make files disapper/appear.  
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א٧אW 

 
אאFFאEEאא

אAK 
אאW 

אFFEEאאא
CTEL+Sא

אאאא
אK 

 
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 
QUESTION: Save in New Location 
QNTEXT: Save the current workbook as "SURFACE 

WEATHER" onto a floppy disk in the A drive. 
  

START STEP 1 STEP 2 STEP 3 ? 
1.                        
  

File/Save 
(1/4) 

SaveASDB     

2.                        
  

File/Save 
As… 
(1/5) 

SaveASDB     

3.                        
  

"Save" icon SaveASDB     

4.                        
  

CTRL-S SaveASDB     

5.                        
  

F12 SaveASDB     

6.                        
  

SHIFT-F12 SaveASDB     
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7.                        
  

ALT-F2 SaveASDB     

8.                        
  

ALT-SHIFT-
F2 

SaveASDB     

9.                        
  

File/Save as 
Web Page… 
(1/6) 

TAM     

SaveASDB
10.                     Click 

 in Save in: 
cbox 
 (see note E) 

SaveASDB2 
(see note F) 

    

11.                     Click 
Desktop 

 the 
left hand side 
of the DB  

TAM (see 
note D) 

    

12.                     "Up One 
Level" icon 

TAM (see 
note D) 

    

13.                     ALT-2 TAM (see 
note D) 

    

SaveASDB2 
14.                     Type 

אin the 
File name: 
tbox   
(see note C) 

Click Save 
 

FINAL   

15.                     Type 
אin the 
File name: 
tbox   
(see note C) 

Press 
RETURN 

FINAL   
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Additional Notes 
A. Though you can still get to A: from 

several other selections in the Save in: 
cbox  cbox they have been made 
wrong because it is a poor method to 
select them when A: is available 
directly. 

  

B. User can also type  א .xls in 
 tbox.  

Correct Save as types are: Microsoft 
Excel Workbook, Microsoft Excel 
5.0/95 Workbook, Microsoft Excel 
97-2000 & 5.0/95 Workbook, 
Microsoft Excel 4.0 Worksheet, 
Microsoft Excel 3.0 Worksheet, 
Microsoft Excel 2.1 Worksheet

  

C. Type  lshpm hg'rs for א 
Type  lshpm hg'rs then switch to 
English keyboard typing .xls for 
א.xls   

  

D. Method 9 is  TAM because it is an 
indirect method. 
Method 11,12 and 13 are TAM because 
a user can get to Drive A by clicking on 
My Computer.  BUT after Clicking 

 in Save in: cbox , 
those methods should go wrong. 

  

E. Method 10, ITRA a users can use arrow 
key and press RETURN to select A 
drive. 
 ITT not supported.  Because it is just a 
graphic. 

  

F. SaveASDB2 – ITRA the Save in: cbox   
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 gets focus. 
ITT – the File name: tbox   gets 
focus. 

  
 א٨אW 

 
אאWindows

אאאא؟ 
אאW 

FEאSWTK 
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 
Correct: D 

א٩אW 

 
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אאK 
אאW 

אCtrl+ZK 
FFEEאKKK 

 
QUESTION:Undo. 
QNTEXT: Undo the last command or action. 
  

START STEP 1 STEP 2 STEP 3 ? 
1. Edit/Undo  

(2/1) 
FINAL     

2. "Undo" icon FINAL     
3. CONTROL-Z FINAL     
4. ALT-

BACKSPACE 
FINAL     

5. "Undo" drop- Click top FINAL   
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down arrow item 
6. "Undo" drop-

down arrow 
Press 
RETURN 
(first item is 
selected) 

FINAL   

Additional Notes 
A.     

  
א١٠אW 

 
אאא

אK 
אאW 

Ctrl+CK 
אאK 
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 
QUESTION: Copy Cells. 
QNTEXT: Copy the contents of the selected cells so that 

they are saved to the clipboard and can be pasted elsewhere in 
the workbook.                              

  
START STEP 1 STEP 2 STEP 3 ? 
1.                
  

Edit/Copy 
(2/4) 

FINAL     

2.                
  

"Copy" icon in 
standard toolbar 

FINAL     

3.                
  

CONTROL-C FINAL     

4.                
  

"Copy" icon in 
floating toolbar 

FINAL     

5.                
  

CONTROL-INS FINAL     

6.                SHIFT-F10 Mpopup     
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7.                
  

Right-click 
selected cells 

Mpopup     

Mpopup 
8.                
  

Select Copy (2) FINAL     

Additional Notes 
A. In the last image, the "copied" cells are 

outlined, but do not disappear at the end of 
the question. 

  

 
א١١א 

 
אאאFFאאאEEFFEE 

אאאאאK 
אאW 

FFEEאאאאK 
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Ctrl+HאK 
אWאאאK 

אאWK 
אאאK 

 
QUESTION: Replace Text. 
QNTEXT: Replace all occurrences of  “PROCEDURES” 

with “MEASURES”.  (Replace all occurrences at once, rather 
than one at a time.) 

  
START STEP 1 STEP 2 STEP 

3
? 

1. Edit/Replace...  
(2/11) 

ReplaceDB     

2. CONTROL-H ReplaceDB     
3. Edit/Find... FindDB     
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(2/10) 
4. CONTROL-F FindDB     
5. Edit/Go To...  

(2/12) 
GoToDB     

6. CONTROL-G GoToDB     
7. F5 GoToDB     
8. Double-click 

anywhere on the 
status bar to the right 
of the Qbox. 

GoToDB     

9. ALT-CONTROL-
HOME 

Select Browse 
Menu 

    

10. "Select Browse 
Object" icon on 
bottom of scrollbar 

Select Browse 
Menu 

    

SelectBrowseMenu 
11. Select "Find" icon 

(binoculars)  
FindDB     

12. Select "Go To" icon 
(arrow) 

GoToDB     

GoToDB 
13. Click Replace tab ReplaceDB     

FindDB 
14. Click Replace tab ReplaceDB     

ReplaceDB 
Typeالإجѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧراءات  .15

in Find what: tbox 
, and  

typeقياسѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧات 
in Replace with: 

Click Replace 
All  

FINAL   
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tbox  (See 
note F)  

 Typeالإجѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧراءات  .16
in Find what: tbox 

, and  
 typeقياسѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧات 
in Replace with: 
tbox  (See 
note F) 

Tab to Replace 
All ; 
Press RETURN

FINAL   

Additional Notes
A. Once in the Find and ReplaceDB, the user can 

click on any tab to go to that DB (i.e. FindDB, 
ReplaceDB, and GotoDB) 

  

B. ITRA the Find and ReplaceDBs will move if its 
original position obscures the text for which it 
is searching.   ITRA – when the user is opening 
the ReplaceDB the first time the Replace , 
Replace All  and Find Next 
 buttons are disabled – not supported. 

  

C. ITT, in the Find and ReplaceDBs, More button 
 should be dead. 

  

  

D. ITRA-If the user types  
 الإجراءات
in the FindDB, then goes to ReplaceDB, the 
text is preserved in the first tbox – ITT – not 
supported 

  

E. From the GoToDB removed explanation under 
the Enter page number: tbox  

  

F.  Using Arabic keyboard: 
  (Procedures) الإجѧراءات    Type "h g Shift-y [ v h x 
h j" for  
 (Measures) قياسات   Type "r d h s h j" for 
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א١٢אW 

 
 

אאFאKE 
אאW 

אF7אאאK 
אאאאK 

אאא
אאאאאאא

אאK 
QUESTION: Spellcheck. 
QNTEXT: Correct the spelling of the selected word 

automatically.  (Do NOT retype the text). 
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START STEP 1 STEP 2 STEP 3 ? 
1. Tools/Spelling 

and Grammar... 
(6/1) 

SpellingDB     

2. F7 SpellingDB     
3. "Spelling" icon SpellingDB     

4. Right-click 
highlighted text 

MpopupSpelling     

5. SHIFT-F10 MpopupSpelling     
6. ALT-F7 MpopupSpelling     
7. Double-click 

"AutoSpell" icon 
MpopupSpelling     

MpopupSpelling
 Selectرسميا  .8

(1)  (See note B) 
FINAL     

 Selectرسѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧѧميا .9
AutoCorrect/ 
(4/1)  (See note 
B) 

FINAL     

10. Select Spelling… 
(6) 

SpellingDB2     

SpellingDB
 Double-clickرسѧѧميا .11

highlighted 
suggestion 

FINAL     

12. Click Change 
  

FINAL     

13. Click Change All 
  

FINAL     

14. Click 
AutoCorrect 

FINAL     
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15. Tab to Change Press RETURN FINAL   

16. Tab to Change 
All 

Press RETURN FINAL   

17. Tab to 
AutoCorrect 

Press RETURN FINAL   

SpellingDB2
 Double-clickرسѧѧميا .18

highlighted 
suggestion 

FINAL     

19. Click Change  FINAL     
20. Click Change All FINAL     

21. Click 
AutoCorrect 

FINAL     

22. Tab to Change Press RETURN FINAL   

23. Tab to Change 
All 

Press RETURN FINAL   

24. Tab to 
AutoCorrect 

Press RETURN FINAL   

Additional Notes 
A. Check spelling as you type checkbox 

 must be checked within the 
SpellingandGrammarDB for the correct 
Mpopup to appear 

  

B. ITRA there may be more than one suggested 
spelling.  ITT we limit these to one because we 
don’t want to test the users’ spelling skills, just 
their SpellCheck skills. 
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C. ITRA the SpellingDB either remains or 
disappears in final depending on the methods 
you use to make it appear.  ITT- Each variation 
is not simulated. 

  

D. In final graphic, the misspelled word should 
NOT be selected after its corrected 

  

E. ITRA - In the SpellingDB, the Check 
grammar checkbox  is checked.  If 
it is not checked, a MicrosoftWordDB will 
appears asking if the user would like to 
continue with spellcheck.  Since this checkbox 
is checked ITT, the MicrosoftWordDB is not 
simulated. 

  

 
א١٣אW 

 
אאא.«COMIC SANS MS» 

 
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אאW 
אאאאא א

Arialאא
אאK 

אאCONTROL-
SHIFT-FאאאK 

 
QUESTION:   Fonts 
QNTEXT:       Change the font of the text in the selected 

cells to "COMIC SANS MS". 
START STEP 1 STEP 2 STEP 3 ? 
1.        Select COMIC 

SANS MS in the 
Font cbox 

FINAL     

2.        Type COMIC 
SANS MS in the 

Press 
RETURN 
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Font cbox 
3.        CONTROL-

SHIFT-F 
Type or select 
COMIC 
SANS MS; 
Press 
RETURN 

FINAL   

4.        Format/Cells… 
(5/1) 

FontDB     

5.        CONTROL-1 FontDB     
6.        SHIFT-F10 Mpopup     
7.        Right-click 

selected cells 
Mpopup     

Mpopup 
8.        Format Cells… 

(9) 
FontDB     

FontDB            
9.        Click Font tab  FontDB2     
FontDB2 
10.    Double-click 

Comic Sans MS in 
Font: lbox  

FINAL     

11.    Select Comic Sans 
MS from Font: 
lbox  

Click OK  FINAL   

12.    Select Comic Sans 
MS from Font: 
lbox  

Press 
RETURN 

FINAL   

13.    Type Comic Sans 
MS in Font: tbox 

Click OK  FINAL   

14.    Type Comic Sans 
MS in Font: tbox 

Press 
RETURN 

FINAL   
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15.    Select Comic Sans 
MS from Font: 
lbox  

Double-click 
selected item 
in Font style: 
lbox  or 
Size: lbox 

FINAL  
(See note 
B) 

  

16.    Type Comic Sans 
MS in Font: tbox 

 

Double-click 
selected item 
in Font style: 
lbox  or 
Size: lbox 

FINAL  
(See note 
B) 

  

Additional Notes 
A. ITRA, when user types Comic Sans MS in 

Font: tbox , the highlighted item changs to 
Comic Sans MS in Font: lbox  ITT – Not 
supported. 

  

B. Default selected items in this case are Size: 9 
and Font style: Regular. The user shouldn’t 
change anything other than the font, so changing 
these other two items will cause an incorrect 
answer. 

  

C. FontDB – ITT when the users select items in 
Category: lbox , graphic doesn't change. 

  

D. FontDB2 – ITT removes Preview  section.   
  

 
 
 
 
 
 
 
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א١٤אW 

 
 אאFFITALICEEאאא

אK 
אאW 

אIאאאK 

 
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QUESTION: Italicize Cell Contents. 
QNTEXT: Italicize the text in the selected cells. 
  

START STEP 1 STEP 2 STEP 3 ? 
1.                  
  

CONTROL-I FINAL     

2.                  
  

CONTROL-3 FINAL     

3.                  
  

"Italic" icon FINAL     

4.                  
  

Format/Cells… 
(5/1) 

FontDB     

5.                  
  

CONTROL-1 FontDB     

6.                  
  

SHIFT-F10 Mpopup     

7.                  
  

Right-click 
selected cells 

Mpopup     

Mpopup 
8.                  
  

Format Cells… 
(9) 

FontDB     

FontDB 
9.                  
  

Click Font tab FontDB2     

FontDB2 
10.               Double-click 

Italic
FINAL     

11.               Click Italic Click OK FINAL   

12.               Click Italic Press 
RETURN

FINAL   

13.               Click Italic Double-
click 

FINAL  
(see note 
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selected 
item in 
Font: lbox 

 or Size: 
lbox 

C) 

14.               Type Italic in 
Font style: tbox 

 

Click OK 
 

FINAL   

15.               Type Italic in 
Font style: tbox 

 

Press 
RETURN 

FINAL   

16.               Type Italic in 
Font style: tbox 

 

Double-
click 
selected 
item in 
Font: lbox 

 or Size: 
lbox 

FINAL  
(See 
note C) 

  

Additional Notes
A. Methods 10-16:  other options correct to 

type or click on: Bold Italic. 
  

B. ITRA, when user types Italic in Font style: 
tbox , the highlighted item changs to 
Italic in Font style: lbox   ITT – Not 
supported. 

  

C. Default selected items are Font: Arial and 
Size: 9. The question will go incorrect if the 
user tries to double-click on a different font 
or size to go to final. 

  

D. FontDB2 – ITRA is English in  lbox.  
ITT is the same as ITRA.  BUT add 
«ITALIC» in QNTEXT as Suzanne 
requests. 

  

E. FontDB – ITT when the users select items   
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in Category: lbox , graphic doesn't 
change. 

F. FontDB2 – ITT removes Preview 
 section. 

  

 
א١٥אW 

  
אאאאאW 

אאW 
FFEEאאאאK 

FFאEEFFEE٢
אK 

 
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 
QUESTION: Margins. 
QNTEXT: Set the bottom margin of this document to 50 

millimeters. 
  

START STEP 1 STEP 2 STEP 3 ? 
1. File/Page Setup...  

(1/9) 
PageSetupDB     

2. Double-click in top 
half of Ruler bar 

PageSetupDB     

3. "Print Preview" 
icon 

TAM     

4. File/Print Preview 
(1/10) 

TAM     

5. CONTROL-F2 TAM     
6. CONTROL-ALT-I TAM     
7. View/Print Layout  

(3/3) 
TAM     
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8. View/Header and 
Footer  
(3/8) 

TAM     

9. "Print Layout 
View" icon (bottom 
left corner of 
scrollbar, 3rd from 
left) 

TAM     

PageSetupDB 
10. ٥Type  

in Bottom: tbox 
  

(see note C) 

Click OK  FINAL   

11. ٥Type  
in Bottom: tbox 

  
(see note C) 

Press 
RETURN 

FINAL   

12. ٥Type  
in Bottom: tbox 

  
(see note C) 

Double-click 
selected 
radiobutton 

FINAL   

Additional Notes 
A. Dragging ruler in Print Preview and Print 

Layout not supported; hence all methods that 
would take user to either place are not wrong 
but are TAM.  

  

B. All methods going to Print Layout View are 
TAM for now.  Once in the Print Layout View, 
user can double-click in the top-left margin of 
the page to bring up the Page SetupDB. 
Also, all methods going to Header and Footer 
are TAM because the toolbar that appears has a 
button that leads to Page Setup. 

  

C. Possibilities are: (Using Arabic keyboard)   
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٥  –  type 5 
٥ . – type 5. 
٥.٠ – type 5.0 
٥.٠٠ – type 5.00 
- cm (with space) 

سم  ٥ – type 5 sl 
سم . ٥ – type 5. sl 
سم  ٥.٠ – type 5.0 sl 
سم  ٥.٠٠ – type 5.00 sl

- cm (without space) 
سم ٥ – type 5sl 
سم .٥ – type 5.sl 
سم ٥.٠ – type 5.0sl 
سم ٥.٠٠ – type 5.00sl 

  

- mm (with space) 
مم  ٥٠ – type 50 ll 
مم . ٥٠ – type 50. ll 
مم  ٥٠.٠ – type 50.0 ll 
مѧم   ٥٠.٠٠ – type 50.00 

ll 
- mm (without space) 
مم ٥٠ – type 50ll 
مم .٥٠ – type 50.ll 
مم ٥٠.٠ – type 50.0ll 
مѧѧѧѧѧѧѧѧم ٥٠.٠٠ – type 

50.00ll 
  
  

 

D. Preview in PageSetupDB not simulated.   
  

א١٦אW 
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אFFEXECUTIVEEE
 F٢٥}٧C٥}١٠KE 

אאW 
FFEEאא

Ctrl+Pאא
אFFEEFFEEא

K 

 
QUESTION: Paper Size. 
QNTEXT: Specify that the workbook will print on 

Executive (7 1/4 x 10 1/2 in) paper. 
  

START STEP 1 STEP 2 STEP 3 ? 
1.        File/Page 

Setup… 
(1/9) 

PageSetupDB     
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2.        File/Print… 
(1/12) 

PrintDB     

3.        CONTROL-P PrintDB     
4.        CONTROL-

SHIFT-F12 
PrintDB     

5.        File/Print 
Preview 
(1/11) 

TAM     

6.        "Print Preview" 
icon 

TAM     

7.        View/Header 
and Footer… 
(3/6) 

TAM     

8.        View/Page 
Break 
Preview 
(3/2) 

TAM     

PrintDB 
9.        Click 

Properties… 
PropertiesDB     

10.    Tab to 
Properties…  

Press 
RETURN 

PropertiesDB   

11.    Click Preview TAM     

12.    Tab to Preview Press 
RETURN

TAM   

PageSetupDB 
13.    Select 

Executive 7 
1/4 x 10 1/2 in 
from 
cbox 

Click OK  FINAL    
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14.    Select 
Executive 7 
1/4 x 10 1/2 in 
from 
cbox 

Press 
RETURN  

FINAL    

15.    Select 
Executive 7 
1/4 x 10 1/2 in 
from 
cbox 

Click Print… 
 

  

FINAL    

16.    Select 
Executive 7 
1/4 x 10 1/2 in 
from 
cbox 

Tab to Print… 
 

Press 
RETURN 

FINAL    

17.    Select 
Executive 7 
1/4 x 10 1/2 in 
from 
cbox 

Click 
Options… 

 
  

FINAL   

18.    Select 
Executive 7 
1/4 x 10 1/2 in 
from 
cbox 

Tab 
toOptions… 

 
Press 
RETURN

FINAL    

19.    Select 
Executive 7 
1/4 x 10 1/2 in 
from 
cbox 

Double-click 
any selected 
radio button 

FINAL   

20.    Click 
Options… 

PropertiesDB     

21.    Tab to Press PropertiesDB   
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Options… RETURN 

22.    Click Print… 
 

  

PrintDB     

23.    Tab to Print… 
 

  

Press 
RETURN 

PrintDB   

24.    Select 
Executive 7 
1/4 x 10 1/2 in 
from 
cbox 

Click Print 
Preview 

 
  

TAM    

25.    Select 
Executive 7 
1/4 x 10 1/2 in 
from 
cbox 

Tab to Print 
Preview 

  
Press 
RETURN

TAM    

26.    Click Print 
Preview 

TAM     

27.    Tab to Print 
Preview 

Press 
RETURN 

TAM   

PropertiesDB
28.    Select 

Executive in 
 field 

Click OK 
 

FINAL   

29.    Select 
Executive in 

 field 

Press 
RETURN 

FINAL   

30.    Select 
Executive in 

 field 

Click Apply 
  

(see note D) 

FINAL   
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31.    Select 
Executive in 

 field 

Tab to Apply 
 

Press 
RETURN (see 
note D) 

FINAL   

Additional Notes 
A.  HP Laser Jet 5P must be installed to have 

PropertiesDB as per the Answer Sheet.   
  

B. In the PropertiesDB clicking on Restore 
Defaults  should be incorrect. 

  

C. All the methods from PreviewDB to 
PageSetupDB are TAM.   
Method 7 is also TAM because Header and 
Footer tab is another tab in PageSetupDB. 
Page Break Preview method is TAM because 
the user can go to PageSetupDB from it. 

  
  

D. Method 30 and 31 – ITRA the users need to 
close PropertiesDB. 
ITT – goes to final directly. 

  

א١٧אW  

 

o b e i k a n d l . c o m 



134 

אאK 
אאW 

אאא
אאאK 

FFאאא
KEE 

 
QUESTION: Print Preview. 
QNTEXT: Display a preview of what the worksheet will 

look like when printed. 
  

START STEP 1 STEP 2 STEP 3 ? 
1.        File/Print 

Preview 
(1/11) 

FINAL     

2.        "Print Preview" FINAL     
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icon 
3.        File/Print… 

(1/12) 
PrintDB     

4.        CONTROL-P PrintDB     
5.        CONTROL-

SHIFT-F12  
PrintDB     

6.        File/Page 
Setup… 
(1/9) 

PageSetupDB     

7.        View/Header 
and Footer… 
(3/6) 

TAM     

8.        View/Page 
Break Preview 
(3/2) 

TAM     

PrintDB 
9.        Click Preview FINAL      

10.    Tab to Preview 
  

Press 
RETURN

    

PageSetupDB 
11.    Click Print 

Preview 
FINAL      

12.    Tab to Print 
Preview  

  

Press 
RETURN 

FINAL   

13.    Click Print… PrintDB     

14.    Tab to Print… 
  

Press 
RETURN

PrintDB   

Additional Notes 
A. Method 7 is TAM because Header and Footer is   
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an another tab in PageSetupDB.   
B. Method 8 is TAM because a user can go to 

PageSetupDB from it. 
  

 
א١٨אW 

 
 

אאאא٤–٦
אאK  

אאW 
FFEEאא

Ctrl+Pאאא
FFאEEאא٦-٤٦}٤K 

אאאFFאEE٥אK 
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 
QUESTION: Print Document. 
QNTEXT: Using the print dialog box, print five copies of 

just pages 4-6 of this document. 
  

START STEP 1 STEP 2 STEP 3 ? 
1. File/Print...  

(1/11) 
PrintDB     

2. CONTROL-P PrintDB     
3. SHIFT-

CONTROL-F12 
PrintDB     

4. File/Print 
Preview  
(1/10) 

PreviewDB     

5. "Print Preview" 
icon 

PreviewDB     

6. CONTROL-F2 PreviewDB     
7. ALT- PreviewDB     
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CONTROL-I 
PrintDB (Optional: Click Pages: radiobutton )  
8. ٦-٤ Type 

in Pages: tbox 
 

(See note D)  

٥ Type  
in Number of 
copies: tbox 

  

Click OK 
;  

FINAL 

  

9. ٦-٤ Type 
in Pages: tbox 

 
(See note D)  

٥ Type  
in Number of 
copies: tbox 

 

Press 
RETURN; 
FINAL 

  

PreviewDB 
10. File/Print...  

(1/11) 
PrintDB     

11. CONTROL-P PrintDB     
12. SHIFT-

CONTROL-F12 
PrintDB     

Additional Notes
A. "Print" icon is an incorrect answer because it 

prints the entire document.  The purpose of this 
question is to find out if the user knows the 
options in the PrintDB. 

  

B. Preview is allowed on Print questions because it 
is a work habit.  ITRA – in PreviewDB there 
are small changes in the main menu, ITT – not 
supported.   

  

C. Text below the Pages: tbox  has been 
removed from the graphic because it helps 
anwer the question. 

  

D.  ٦-٤ Type 4-6 for   ٤-٦ Type 6-4 for  
 ٦ - ٤ Type 4 - 6 for   ٤ - ٦ Type 6 - 4 for  

 

  

E. ITT, cannot tab to Pages: tbox , as ITRA, 
because it will cause the Pages: radiobutton 

 to become selected due to NotifyOnInput 
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property.  
F. ITRA, a user can type 

 ٤,٥, ٦ (Arabic numbers 4,5,6 with English 
commas)  
as a correct method.  However, the commas 
change ITRA which we cannot support ITT. 

  

 
א١٩אW 

 
 א

א؟ 
אאW 

FWEאאאאK 
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Correct: B 
 

א٢٠אW 

 
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אא٥}١K 
אאW 

אאFFאא
אKEE 

אאFFEE
FFEEא٥}١אאK 

 
QUESTION: Line Spacing. 
QNTEXT: Change the line spacing of the selected text to 

1.5 lines.  
  

START STEP 1 STEP 2 STEP 3 ? 
1. CONTROL-5 FINAL     
2.  "1.5 Spacing" icon FINAL     

3. Format/Paragraph... 
(5/2) 

Paragraph 
DB 

    

4. Double-click any ParagraphDB     
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Margin control on 
Ruler 

5. Right-click selected 
text 

Mpopup     

6. SHIFT-F10 Mpopup     
Mpopup 
7. Select Paragraph...  

(5) 
ParagraphDB     

ParagraphDB 
8. Select 1.5 lines (2) 

from the Line 
spacing: cbox 

  

Click OK 
 

FINAL   

9. Select 1.5 lines (2) 
from the Line 
spacing: cbox 

Press 
RETURN 

FINAL   

10. Select Multiple (6) 
from the Line 
spacing: cbox 

 
 ١.٥ Type 

in At: tbox  (See 
Note C) 

Click OK 
 

FINAL   

11. Select Multiple (6) 
from the Line 
spacing: cbox 

 
١.٥Type 
in At: tbox  (See 
Note C) 

Press 
RETURN 

FINAL   

12. ١.٥Type 
in At: tbox  (See 
Note C) 

Click OK 
 

FINAL   
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Multiple  is 
automatically written 
in the Line spacing: 
cbox  

13. ١.٥Type 
in At: tbox  (See 
Note C) 
Multiple  is 
automatically written 
in the Line spacing: 
cbox  

Press 
RETURN 

FINAL   

Additional Notes 
A. ITRA the At: tbox  has a spin control and 

displays different things depending on what is 
selected in the Line spacing: cbox .  
Not simulated ITT.   

  

B. The Preview area of the ParagraphDB has been 
cropped. 

  

C. Possible entries are:  (Using Arabic keyboard) 
١.٥ – type 1.5 
١.٥٠ – type 1.50 
١.٥٠٠ – type 1.500 

  
  

D. Methods 7 - 11 are TAM because a user can 
open the CustomizeDB. 

  

E. Not all items are live in the ParagraphDB.   
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א٢١אW 

 
 אאאאK 

אאW 
אאFFאא

אKEE 
אאאK 

FFא
אאאא
אאא

אKEE 
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 
QUESTION: Indent Paragraph. 
QNTEXT: Indent the selected paragraphs two inches. 
  

START STEP 1 STEP 2 STEP3 ?   
1. On the ruler, drag the 

"Right Indent" 
marker  to 2  

FINAL     
  

2. Double-click 
"Hanging Indent" 
marker  on the ruler 
(See note C)  

ParagraphDB     

  

3. Double-click "Left 
Indent" marker  on 
the ruler 

ParagraphDB     
  

4. Format/Paragraph... 
(5/2) 

ParagraphDB       

5. Right-click 
highlighted text (See 
note A) 

MPopUp     
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6. SHIFT-F10 MPopUp       
7. On the ruler, click 

Left Tab marker 
 until it changes into 
First Line Indent 
marker  
On the ruler, click 
Left Tab marker 
 until it changes into 
Hanging Indent 
marker  

TAM (See 
Note B) 

    

  

MPopUp   
8. Select Paragraph...  

(5) 
ParagraphDB       

ParagraphDB   
9.  ٢ Type 

in the Left: tbox 
 (See note C)  

Click OK 
 

FINAL    
  

10. ٢Type 
in the Left: tbox 

 (See note C)  

Press 
RETURN  

FINAL    
  

Additional Notes   
A. Right-clicking works anywhere between the 

highlighted text.  If you right-click anywhere 
above the selected text, it will bring up a 
different popup, which is WRONG. 

  

  

B. Method 7 is TAM because it is an indirect 
method.  If user tried this method, they would 
have to drag both the hanging and the first line 
indent in order for it to go correct.  Since the 
question only specifically asks for the whole 
paragraph to be indented, it doesn’t make sense 
to drag and drop therefore made it TAM. 
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C. ITRA, the user can double-click the "Right 
Indent" marker .  ITT, the user cannot 
because we cannot support double-clicking and 
click & drag at the same time. 

  

  

 
א٢٢אW 

 
 אאאאאK 

אאW 
אאאאK 

אאFFKEE 
 
 
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QUESTION: Bullets/Numbering. 
QNTEXT: Change the bullets for the selected text to check 

marks.  
  

START STEP 1 STEP 2 STEP 3 ? 
1. Format/Bullets 

and Numbering... 
(5/3) 

BulletedDB     

2. SHIFT-F10 Mpopup     
3. Right-click 

anywhere on 
selected text  

Mpopup     

Mpopup 
4. Select Bullets and 

Numbering...  
(8) 

BulletedDB     

BulletedDB
5. Double-click FINAL     
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picture with the 
check marks 

6. Click picture with 
the check marks 

Click OK FINAL   

7. Click picture with 
the check marks 

Press 
RETURN 

FINAL   

Additional Notes 
A. "Bullets" icon  should be wrong   
B.     

א٢٣אW 

 
 אFKE 

אאW 
Ctrl+EntreK 

אאאK 
אאK 

 
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QUESTION: Page Break. 
QNTEXT: Start a new page at the insertion point.  (Do 

NOT create a new section). 
  

START STEP 1 STEP 2 STEP 3 ? 
1. CONTROL-RETURN FINAL     
2. Insert/Break...  

(4/1) 
BreakDB     

BreakDB 
3. Click OK  FINAL    
4. Press RETURN FINAL    
5. Double-click Page 

break radiobutton 
FINAL     

Additional Notes
A.     

  
 
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א٢٤אW 

 
אאFא

אKE 
אאW 
FEאאאK 
WאאFאKE 

אא٣אאא
אאK 

 
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 
QUESTION: Table – Insert. 
QNTEXT: Place the selected text in a three-column table.  

(Do NOT use the Draw Table tool).  
  

START STEP 1 STEP 2 STEP 3 ? 
1. Table/Insert/Tab

le...  
(7/2/1) 

FINAL     

2. "Insert Table" 
icon   

FINAL     

3. "Insert Table" 
icon  on the 
Tables and 
Borders Toolbar 

FINAL     

4. "Insert Table" 
drop down arrow 
on the Tables and 
Borders Toolbar 

Select Insert 
Table…  
(1) 

FINAL   

5. Table/Convert/ Convert Text     

o b e i k a n d l . c o m 
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Text to Table...  
(7/11/1) 

Table DB 

ConvertTextTableDB 
6. ٣(With  

as the default for 
Number of 
columns: tbox 

) 

Click OK   FINAL   

7. ٣(With  
as the default for 
Number of 
columns: tbox 

) 

Press RETURN FINAL   

8. ٣(With  
as the default for 
Number of 
columns: tbox 

) 

Double-click 
either selected 
radiobutton 

FINAL   

Additional Notes 
A. Row and column numbers should match the 

graphic. 
  

B. ITRA - Clicking radio buttons in dialog box 
changes the number of columns.  Not supported. 

  

  
 

 
 
 
 
 
 
 
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א٢٥אW 

 
אאאK 

אאWFEאאאK 

 

o b e i k a n d l . c o m 



155 

QUESTION: Table – Insert Column.        
QNTEXT: Insert a column to the left of the selected 

column. 
  

START STEP 1 STEP 2 STEP 3 ?  
1. Table/Insert/ 

Columns to the 
Left (7/2/2) 

FINAL     
 

2. "Insert Columns" 
icon   

FINAL      

3. "Insert Table" 
drop down arrow 
on Tables and 
Borders toolbar  

Select Insert 
Columns to the 
Left  
(2) 

FINAL   

 

4. Right-click 
selected column 

MPopUpColumn      

5. SHIFT-F10 MPopUpColumn      
MPopUpColumn 
6. Select Insert 

Columns 
(4)  

FINAL     
 

Additional Notes 
A.    

  
 
 
 
 
 
 
 
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א٢٦אW 

 
אאאאK 

אאW 
אאא

אאKאK 

 
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QUESTION: Table – Borders and Shading.             
QNTEXT: Delete the left border of the selected table. 
  

START STEP 1 STEP 2 STEP 3 ?   
1. "Outside 

Border" 
dropdown arrow 
on Tables or 
Formatting 
toolbars 

MPopUp     

  

2. Select "Line 
Style" dropdown 
arrow; select No 
Border  
(1)  

"Outside 
Border" 
dropdown arrow 
on Tables or 
Formatting 
toolbars 

MPopUp
2 

  

  

3. Format/Border
s and Shading  
(5/4) 

BordersDB     
  

4. Table/Table 
Properties...  
(7/15) 

PropertiesDB     
  

5. SHIFT-F10 MPopUpBorder
s 

      

6. Right-click 
selected table 

MPopUpBorder
s 

      

PropertiesDB 
7. Click Borders 

and Shading... 
BordersDB     

  

8. Tab to Borders 
and Shading... 

 and 
press RETURN 

BordersDB     

  

o b e i k a n d l . c o m 
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BordersDB 
9. Click "Left 

Border" button 
under Preview 

Click OK  FINAL   

  

10. Click "Left 
Border" button 
under Preview 

Tab to OK 
 and press 
RETURN  

FINAL   

  

11. Click left border 
on picture under 
Preview  

Click OK  FINAL   
  

12. Click left border 
on picture under 
Preview  

Press RETURN FINAL   
  

MPopUpBorders 
13. Select Borders 

and Shading 
(8) 

BordersDB     
  

14. Select Table 
Properties  
(12) 

PropertiesDB     
  

MPopUp 
15. "Left Border" 

icon  
FINAL       

MPopUp2   
16. "Left Border" 

icon  
FINAL       

Additional Notes 
A. ITT - Only one final graphic is supported.   
B. Method 2 - ITRA, cursor changes to Pen and view 

becomes Print Layout.  ITT, not supported.   

C. ITRA, when the user goes to the BordersDB 
through the PropertiesDB, the user must also click   

o b e i k a n d l . c o m 
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OK  in the PropertiesDB (after clicking OK 
 in the BordersDB) to go to FINAL.  ITT, the 

user only has to click OK  in the BordersDB to 
go to FINAL. 

D. PropertiesDB: The "Text Wrapping" area has been 
removed ITT.   

E. Question text was changed to "delete the left 
border" to make the question more clear.   

F. Step 1 of method 2 is allowed because, even though 
it does not appear to change the actual table, it is 
not incorrect.  The user should not be penalized for 
performing this step.  Also, the menu from step 1 
has been cropped ITT. 

  

G. PropertiesDB and BordersDB: Not all objects are 
live ITT.   

 
א٢٧אW 

 
אאאK 
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אאW 
אא

FE
אאK 

אא
אK 

 
QUESTION: Drawing – Position. 
QNTEXT: Send the selected object behind the chart. 
  

START STEP 1 STEP 2 STEP 3 ? 
1. SHIFT-F10 PopUpMenu2     
2. Right-click 

highlighted object 
PopUpMenu2     

3. "Draw" icon  DrawMenu2     
4. Click chart ChartHighlighted     
5. Right-click chart PopUpMenu     

o b e i k a n d l . c o m 
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PopUpMenu
6. Order/Bring to 

Front  
(7/1) 

FINAL     

7. Order/Bring 
Forward  
(7/3) 

FINAL     

DrawMenu
8. Order/Bring to 

Front  
(4/1) 

FINAL     

9. Order/Bring 
Forward  
(4/3) 

FINAL     

ChartHighlighted 
10. "Draw" icon  DrawMenu     
11. SHIFT-F10 PopUpMenu     
12. Right-click chart PopUpMenu     
PopUpMenu2 
13. Order/Send to 

Back  
(7/2) 

FINAL     

14. Order/Send 
Backward  
(7/4) 

FINAL     

DrawMenu2 
15. Order/Send to 

Back  
(4/2) 

FINAL     

16. Order/Send 
Backward (4/4) 

FINAL     

Additional Notes 
A.     

o b e i k a n d l . c o m 
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א٢٨אW 

 
  

אאאאKאאאK 
אאW 

Ctrl+-אאא
FאאEאK 

אאאK 
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 
QUESTION: Delete Cells. 
QNTEXT: Permanently remove the selected cells from the 

workbook.  Shift the remaining cells up. 
  

START STEP 1 STEP 2 STEP 3 ? 
1.        Edit/Delete… 

(2/10) 
DeleteDB     

2.        CONTROL+-  DeleteDB     
3.        CONTROL-

NUMPAD- 
DeleteDB     

4.        SHIFT-F10 Mpopup     
5.        Right-click in 

selected cells 
Mpopup     

Mpopup 
6.        Select Delete… 

(6) 
DeleteDB     

o b e i k a n d l . c o m 
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DeleteDB 
7.        Click OK  FINAL     
8.        Press RETURN FINAL     
9.        Double-click Shift 

cells up 
FINAL     

Additional Notes
A. Make sure the final image is the first image with 

the selected cells deleted. 
  

B. Delete and cut options that only remove data or 
formatting (i.e. pressing Delete, CTRL-X, 
SHIFT-DEL etc.) should be wrong. 

  

C.  ITRA – pops up warningDB at the end. 
ITT – goes to final directly. 

  

 
א٢٩אW  

 
 אאK 
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אאW 
SHIFT-F11ALT-SHIFT-F1

אK 

 
QUESTION: Insert Worksheet. 
QNTEXT: Add a new worksheet to the right of the current 

worksheet. 
START STEP 1 STEP 2 STEP 3 ? 
1.        Insert/Worksheet 

(4/4) 
FINAL     

2.        SHIFT-F11 FINAL     
3.        ALT-SHIFT-F1 FINAL     
4.        Right-click Statistics 

tab  
Mpopup     

Mpopup 
5.        Select Insert… (1) InsertDB     
InsertDB 
6.        Double-click FINAL     

o b e i k a n d l . c o m 
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Worksheet  
7.        Click or right-click 

Worksheet  
Click OK FINAL   

8.        Click or right-click 
Worksheet  

Press 
RETURN

FINAL   

Additional Notes
A.     

  
א٣٠אW 

 
אא

אK 
אאW 

אא
אFEאK 

 
 
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 
QUESTION: AutoFit Column. 
QNTEXT: Change the width of the selected column to 

automatically fit the widest entry in the column.          
  

START STEP 1 STEP 2 STEP 3 ? 
1.        Format/Column/AutoFit 

Selection 
(5/3/2) 

FINAL     

2.        Double-click left column 
edge in selected column 
heading 

FINAL     

Additional Notes 
A.     

  
 
 
 
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א٣١אW 

 
אאFFאאEE

FFאKEE 
אאW 

אאK 
א W 

אאFFEEFFאאEEK 
אאFFEEFFאEEK 

אK 
 
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 
QUESTION: Sort – Multilevel. 
QNTEXT: Automatically sort the selected cells first in 

ascending order by "TEMPERATURE" and then in descending 
order by "HUMIDITY". 

  
START STEP 1 STEP 2 STEP 3 ? 
1.        Data/Sort… 

(7/1) 
SortDB     

SortDB 
2.        Select  ةѧѧѧѧѧѧدرج

 in Sortالحѧѧѧرارة 
by cbox  

ThenByDB     

3.        Type  ةѧѧѧѧѧѧѧدرج
 in Sortالحѧѧѧرارة 
by tbox  

ThenByDB     

ThenByDB 
4.        Select   ةѧالرطوبin 

first Then by 
cbox  

Click 
Descending 
radio button 

ThenByDB2   
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 in first 
Then by area 

5.        Type  ةѧѧالرطوبin 
first Then by 
tbox  

Click 
Descending 
radio button 

 in first 
Then by area 

ThenByDB2   

ThenByDB2 
6.        Click OK  FINAL     
7.        Press RETURN FINAL     
8.        Double-click 

any selected 
radio button 

FINAL 
  

    

Additional Notes
A. ITRA some of the rows may appear 

unhighlighted when SortDB appears. Not 
supported ITT. 

  

B. ITT- In the SortDB the second Then by area 
(cbox and 2 radiobuttons) is not supported ITT 
(dead area). 

  

C. ITRA – in the SortDB , the selected item from 
cbox is highlighted in the tbox. 
ITT – not supported. 

  

D. Type ]v[m hgpvhvm for درجة الحرارة  
Type hgv',fm for الرطوبة 

  

  
 
 
 
 
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א٣٢אW 

 
אאאאאא

אאKאאK 
אאW 

=SUM = 60 
=AVERAGE = 20 
=COUNT = 3 
=MAX = 30 

 
 
 
 

o b e i k a n d l . c o m 



172 

 
=SUM = 60 
=AVERAGE = 20 
=COUNT = 3 
=MAX = 30 
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א٣٣אW 

 
אאאאאא

אK 
אאW 

אΣ אאK 
ALT-=אK 

 
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 
QUESTION: Function – Autosum. 
QNTEXT: With a single action, insert sum functions into 

each of the selected cells. 
  

START STEP 1 STEP 2 STEP 3 ? 
1.        "AutoSum" icon  

Σ 
FINAL     

2.        ALT-= FINAL     
Additional Notes
A. ITRA, if only a single column were to be 

summed, user would need to press return after 
each of the first steps above.  When multiple 
columns are being summed simultaneously, as 
in the skillcheck application, the steps above 
work fine. 

  

B. ALT-Shift-= is dead in ITRA and ITT.   
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א٣٤אW 

 
אאאאאא=$A$1

אA2 אאC2 אאאC2 ؟ 
אאW١٠ 

 
Correct: 10 
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א٣٥אW 

 
אאאאC1؟ 

אאFWEאאאא
אK 

 
 Correct: A 
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א٣٦אW 

 
אאאאאא

א؟ 
אאFWEאאאא

אאK 

 
Correct: D 
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א٣٧אW 

 
אאאאK 

אאW 
אא

FFEEFFאEEFFאאEE
٢K 

אאאאא
אאK 

 
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QUESTION: Number Format – Percentage. 
QNTEXT: Format the selected cells so that the percentages 

appear with two decimal places. 
  

START STEP 1 STEP 2 STEP 3 ? 
1. "Increase 

Decimal" icon  
 

(Graphic changes)
"Increase 
Decimal" icon 2nd 
time 

FINAL   

2.  Format/Cells… 
(5/1) 

NumberDB     

3.  CONTROL-1 NumberDB     
4.  Right-click 

selected cells 
Mpopup     

5. SHIFT- F10 Mpopup     
Mpopup 
6. Format Cells… 

(9) 
NumberDB     
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NumberDB 
7. Click Percentage PercentageDB 

(see note C)
    

8. Click Custom TAM     

PercentageDB 
9. Type 2 in 

Decimal places: 
tbox  

Click OK  FINAL   

10. Type 2 in 
Decimal places: 
tbox  

Press RETURN FINAL   

11. Type 2 in 
Decimal places: 
tbox  

Double-click 
Percentage 

 in 
Category: lbox 

FINAL   

Additional Notes
A. ITT - The percent symbol in the Formatting 

toolbar is dead because the selected cells are 
already using the format which it applies.   

  

B. Method 8 is TAM because it is an indirect 
method. 

  

C. PercentageDB – ITRA 2 in Decimal places: 
tbox  as a default. 
ITT – Because we want the user type in 2, so 
change 0 as a default. 

  

D. NumberDB – ITT 
1). removes the item in the Sample 
 section. 
2). Not supported every item in Symbol: cbox 

 of Currency  and Accounting 
 categories. 
3). ITRA there are English numbers in Type: 
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lbox  of Date  and Time 
 categories.  ITT – all items are Arabic numbers. 

 
א٣٨אW 

  
אאFF١KEE 

אאW 
אאK 

FF١EEאK 
 
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 
QUESTION: Autoformat. 
QNTEXT: Format the selected cells with a built-in table 

format named "CLASSIC 1". 
  

START STEP 1 STEP 2 STEP3 ? 
1.        Format/AutoFormat

… 
(5/5) 

AutoForma
tDB 

    

2. "More Buttons" icons 
on toolbars 

TAM (see 
note A)

    

3. Right-click toolbars TAM (see 
note A)

    

4. View/Toolbars/Custo
mize… 
(3/3/15) 

TAM (see 
note A) 

    

5. Tools/Customize… 
(6/13) 

TAM (see 
note A)

    

AutoFormatDB 
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א٣٩אW 

 
 

אאאאאK 
 

6. Double-click Classic 1 FINAL     

7. Click Classic 1  Click OK FINAL   

8. Click Classic 1  Press 
RETURN

FINAL   

Additional Notes
A. ITRA – user can get AutoFormatDB adding 

"AutoFormat…" icon to the toolbar using "More 
Buttons" icon on the Formatting toolbar (select 
AutoFormat…) or CustomizeDB.  These are not 
direct methods ITRA so they are TAM in ITT. 
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אאW 
אאאא

FFאאEEFFEEא١
١KאK 

FFאKEE 

 
QUESTION: Scale Worksheet.  
QNTEXT: Specify that this entire worksheet will fit on a 

single printed page.             
  

START STEP 1 STEP 2 STEP 3 ? 
1.        Click Setup… PageSetupDB     

2.        Tab to Setup… Press 
RETURN

PageSetupDB   

3.        Click or tab to 
Page Break 
Preview  

TAM     
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 and press 
RETURN 

4.        Click or tab to 
Close  and 
press RETURN

TAM     

PageSetupDB 
5.        Click Fit to: 

 radio 
button 

Click OK 
 

FINAL    

6.        Click Fit to: 
 radio 

button 

Press 
RETURN  

FINAL    

7.        Click Fit to: 
 radio 

button 

Double-click 
any selected 
radio button

FINAL   

Additional Notes 
A. This question starts from PreviewDB.    
B. Method 3 is TAM because it gets to 

PageSetupDB. 
Method 4 is TAM because the users can close 
PreviewDB and use other way to go to 
PageSetupDB. 

  

  
 
 
 
 
 
 
 
 

o b e i k a n d l . c o m 



186 

א٤٠אW 

 
אאK 

אאW 
אאאא

FFאאEEFFEEאK 
אK 

אFFאEEאאK 
 
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 
QUESTION: Gridlines – Show. 
QNTEXT: Specify that the worksheet will print with 

gridlines. 
START STEP 1 STEP 2 STEP 3 ? 
1.        Click Setup… PageSetupDB     

2.        Tab to Setup… Press 
RETURN

PageSetupDB   

3.        Click or tab to 
Page Break 
Preview  

 and press 
RETURN 

TAM     

4.        Click or tab to 
Close  and 
press RETURN 

TAM     

PageSetupDB 
5.   Click Sheet tab SheetDB     
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SheetDB 
6.        Click Gridlines 

checkbox 
Click OK FINAL    

7.        Click Gridlines 
checkbox 

Press 
RETURN  

FINAL    

8.        Click Gridlines 
checkbox 

Click selected 
radio button 

FINAL   

Additional Notes
A. Method 3 is TAM because a user can get to 

PageSetupDB. 
Method 4 is TAM because a user can close 
PreviewDB and go to PageSetupDB. 

  

 
א٤١אW 

 
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אאK 
אאאאאאא

אFFאEEאאFFאEE 
אאW 

אאאאא 
א 

אFFאאEEאK 
אאאK 

אאאאFFאEEאK 
אאאWאFFEEK 

 
QUESTION: Chart – Create. 
QNTEXT: Create a chart based on the selected data.  Use 

the default options for chart type and data range.  Add the chart 
title "HUMIDITY" and place the chart on the "HUMIDITY 
CHART" worksheet. 
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START STEP 1 STEP 2 STEP 3 ? 
1.        Insert/Chart

… 
(4/5) 

ChartWizardDB     

2.        "Chart" icon ChartWizardDB     
3.        Right-click 

Statistics tab 
Mpopup     

4.        F11 TAM (see note 
A)

    

ChartWizardDB 
5.        Click Next > 

  
ChartWizDB2     

6.        Press 
RETURN 

ChartWizDB2     

7.        Double-click 
on Column 

ChartWizDB2     

8.        Double-click 
on 
highlighted 
chart 

ChartWizDB2     

ChartWizDB2
9.        Press 

RETURN 
ChartWizDB3     

10.    Click Next > ChartWizDB3     

11.    Double-click 
the selected 
radio button 

ChartWizDB3     

ChartWizDB3
12. Type ةѧѧالرطوب 

in Chart 
Click Next 

 
ChartWizDB4   
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title: tbox 

13. Type ةѧѧالرطوب 
in Chart 
title: tbox 

Press RETURN ChartWizDB4   

ChartWizDB4 
14. Choose   تخطيط

 in   الرطوبѧѧѧѧѧة
lower cbox 

Click Finish  FINAL   

15. Choose   تخطيط
 in   الرطوبѧѧѧѧѧة
lower cbox 

Press RETURN FINAL   

16. Choose   تخطيط
 in   الرطوبѧѧѧѧѧة
lower cbox 

Double-click the 
selected radio 
button 

FINAL   

Mpopup 
17. Click 

Insert… (1) 
InsertDB     

InsertDB 
18. Double-click 

Chart   
ChartWizardD
B  

    

19. Click or 
right-click 
Chart   

Click OK  ChartWizardD
B 

  

20. Click or 
right-click 
Chart   

Press RETURN ChartWizardD
B 

  

Additional Notes
A. F11 actually inserts a new chart as a sheet but 

from there you could actually answer the 
question. 

  

B. In DBs, some items are not alive.   
C. Type hgv',fm for  الرطوبة   
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א٤٢אW 

 
אאK 

אאW 
א 

אאאאא 
א 

אאאFFאEEאFFא
אEEאאK 

אאאK 
אאאKK 

אאאWK 
 
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 
QUESTION: Chart – Change Type. 
QNTEXT: Change the chart type to a non-exploded 

doughnut chart. 
  

START STEP 1 STEP 2 STEP 3 ? 
1.        "Chart Type" icon 

drop down arrow 
on floating toolbar 
(3rd from left) 

Click 
"doughnut" 
picture 

FINAL   

2.        Chart/Chart Type 
… 
(7/1) 

ChartDB     

3.        Right-click chart 
area  
(see note B) 

MpopupChart     

4.        SHIFT-F10 MpopupChart     
5.        "ChartWizard" icon TAM (see note 

D)
    

6.        Insert/Chart… TAM (see note     
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(4/3) D)
MpopupChart 
7.        Click Chart Type 

… (2) 
ChartDB     

ChartDB  
8.        Click Doughnut ChartDB2     

ChartDB2 
9.        Double-click 

"doughnut" 
picture in Chart 
sub-type: 

FINAL     

10.    Click "doughnut" 
picture in Chart 
sub-type: 

Click OK  FINAL   

11.    Click "doughnut" 
picture in Chart 
sub-type: 

Press 
RETURN 

FINAL   

12.    Click "doughnut" 
picture in Chart 
sub-type: 

Double-click 
Doughnut 

 

FINAL   

Additional Notes
A. You should be able to use the drop-down chart 

type menu in the chart toolbar.  However, if the 
toolbar is not showing the specified type of 
chart, you can only click on the arrow next to 
the "Chart Type" icon in the chart toolbar.   

  

B. ITRA - there are different menus for different 
parts of the chart.  Right-clicking anywhere on 
our chart produces one and only one menu. 
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C. ITRA -  Method 1 Highlighting "doughnut" 
picture with the mouse and then pressing 
RETURN will give correct answer. 
 ITT – NOT SUPPORTED because it is just a 
graphic. 

  

D. Method 5 and 6 are TAM because a user can 
choose doughnut picture under Preview then 
click Finish to get to final.  

  

 
א٤٣אW 

 
אאאFFCENTURY GOTHICKEE 

אאW 
אא 

אאאא
אאאFFEE 

אאאK 

o b e i k a n d l . c o m 



196 

SHIFT-CONTROL-F
אאאאאK 

 
QUESTION: Chart – Change Title. 
QNTEXT: Change the font of the chart title to "CENTURY 

GOTHIC". 
  

START STEP 1 STEP 2 STEP 3 ? 
1.                  
  

Choose Century 
Gothic from the 
Font cbox on the 
formatting toolbar

FINAL     

2.                  
  

Type Century 
Gothic in the 
Font cbox on the 
formatting toolbar

Press 
RETURN 

FINAL   

3.                  
  

SHIFT-
CONTROL-F 

Type or 
select 
Century 

FINAL   
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Gothic in 
the Font 
cbox on the 
formatting 
toolbar; 
press 
RETURN

4.                  
  

Format/Selected 
Chart Title… 
(5/1) 

FontDB     

5.                  
  

CTRL-1 FontDB   
  

  

6.                  
  

"Format Chart 
Title" icon  (1st 
from left on 
floating toolbar) 

FontDB     

7.                  
  

Right-click the 
selected chart title 

MpopUp     

8.                  
  

SHIFT-F10 MpopUp     

MpopUp 
9.                  
  

Select Format 
Chart Title… 
(1) 

FontDB     

FontDB 
10.               Double-click 

Century Gothic 
in Font: lbox  

FINAL     

11.               Click Century 
Gothic in Font: 
lbox  

Click OK 
 

FINAL   

12.               Click Century 
Gothic in Font: 
lbox  

Press 
RETURN 

FINAL   
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13.               Type Century 
Gothic in Font: 
tbox  

Press 
RETURN 

FINAL   

14.               Type Century 
Gothic in Font: 
tbox  

Click OK 
 

FINAL   

15.               Type Century 
Gothic in Font: 
tbox  

Double-
click 
selected 
item in 
Font style: 
lbox 
 or Size: 
lbox 

FINAL   

16.               Click Century 
Gothic in Font: 
lbox  

Double-
click 
selected 
item in 
Font style: 
lbox 
 or Size: 
lbox 

FINAL   

Additional Notes
A. ITRA, when user types Century Gothic in 

Font: tbox , the highlighted item 
changed to Century Gothic in Font: lbox 

 ITT – Not supported. 

  

B. Default selected items in this case are Size: 
16 and Font style: Bold. The user shouldn’t 
change anything other than the font, so 
changing these other two items will cause 
an incorrect answer. 

  

C.  FontDB – ITT removes Preview 
 section. 
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א٤٤אW 

 
אאאאאא

אאאא؟אK 
אאFWE  

 
Correct: D 

o b e i k a n d l . c o m 



200 

  @

o b e i k a n d l . c o m 




