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This Overview is provided only to those students who have registered and paid for the ACED 2400 
Exemption Exam. It is considered academically dishonest to share any part of this Overview with 
anyone else. Please destroy the Overview after you have taken the exam, or return it to the ACED 
Department. 

This ACED 2400 Test Overview is designed to give students a g



 
Credit 
 

Three hours’ credit for ACED 2400 will be earned for passing the test. As no grade will be given, 
hours earned will not affect GPA. Three semester hours will be credited to the student's overall 
hours, but will not be credited to the student's semester total. It is advisable that students check 
with the Financial Aid Office to ensure that financial aid eligibility will not be affected. 

 

Test Overview 
 

Microsoft Windows and Microsoft Word 2013 software will be used for the exam. The test overview 
is shown below. The test contains two (2) parts. Part I is objective questions dealing with basic 
computer concepts, operating system commands, word processing, spreadsheets, databases, 
communications, and graphics. Part II will be hands-on applications where the student will be 
expected to complete assignments in Windows 8, Explorer, Word, Access, Excel, and Power Point 
software. The hands- on portion of the exemption exam will require the following: 

 
Windows Operating System: 
 

Create a folder on disk 
Store documents within 
folders Delete files and 
folders 
 

(Word 2013): 
 

Format text- change font, underline, bold, italic, and justify. 
Change text alignment (horizontal and vertical), line spacing and margins. 
Add bullets, format bullets, page footer, and page header. 

Format columns, apply borders and shading, and create section breaks. 
Insert and format graphics. 

Excel (2013): 
 

Enter, align and format data 
Create formulas i.e. % of total, sum, average, max, min, etc. 

Create charts from worksheet data 



 
Access (2013): 
 

Create a database from provided data using correct field type 
Set primary key 
Sort data 
Page change 

orientation Add fields 

Use input mask 
Perform queries 
 
 
Powerpoint (2013): 
 

Apply design template.  

Change slide layout 
Insert clip art, table, borders, chart, etc. 
Move slides. 
Apply transitions and animations 
 
Internet: 

Use an internet browser to locate and print specific information with footer. 
 

If you have any other questions about the exam, Dr. Nicole Gunn can be reached at 
229-333-5454 or by email at npgunn@valdosta.edu 
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