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Worksheet - Homework

	Title or Task: 
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 HWT203_Using_Software

	Description:
	Week 3 Term 2

	Files Required
	Course Book, MS Word  & Internet

	Suitable for Classes:

	 All classes

	Area:



	Technology & Enterprise

	Teacher: 


	Mr Peter Faulks

	Timeline 


	 One week

	Date Due:


	 End of Week 3 Term 2

	Task Brief:
	Short answer homework

	Outcomes:
	Improve ICT knowledge base


Items highlighted in yellow are tasks for you to complete
Items in Blue italics are help tips

HWT203_Using_Software Week 3 (Term 2)

Short answer questions : return by Friday of this week

Your Name:

Course : 

Questions:-  explain or describe 

5. 
Working with Software Applications

A document is a piece of work created with an application program and saved on a disk with a unique filename. Creating involves developing the document by entering text and performing other tasks using an input device such as a keyboard. Editing is the process of making changes to the document’s existing content. Formatting involves changing the appearance of a document. Saving is the process of copying a document from memory to a storage medium. Printing is the process of sending a file to a printer to generate output.

6. 
Productivity Software

Productivity software is designed to help people work more effectively and efficiently while performing daily activities. Productivity software includes applications such as word processing, spreadsheet, database, presentation graphics, personal information management, and software suites.

7. Missing Font  A co-worker has sent you a document that was created in Microsoft Word. She asks you to format the heading of the document with a specific font; however, the font name does not appear in your list of fonts. What steps will you take to retrieve the font?

· Search the Internet to obtain the font and follow the instructions to install it
· Check with your co-worker to see if a copy of the font is available for you to install
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