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Worksheet - Homework

	Title or Task: 
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 HWT204_Word_&_Excel

	Description:
	Week  4 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 4 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

HWT204_Word_&_Excel   Week 4 (Term 2)

Short answer questions : return by Friday of this week

Your Name:

Course : 

Questions:-  explain or describe 

7. 
Word Processing Software

The most widely used software is word processing software, which is used to create, edit, and format documents that consist primarily of text. The most popular word processing programs used in schools today are Microsoft Word and the word processing applications included with AppleWorks, ClarisWorks, and Microsoft Works.

8. 
Spreadsheet Software

Another widely used software application is spreadsheet software, which allows you to organize numeric data in rows and columns. These rows and columns collectively are called a spreadsheet, or worksheet. Individuals who frequently work with numbers (for example, financial statements and payroll) use spreadsheets.

9. Program Not Responding While working with a document, Microsoft Word suddenly fails to recognize when you click the mouse or type on the keyboard. The title bar also indicates that the program is not responding. What could be wrong?

· The program might be in the process of crashing

· Your computer is out of memory (RAM)

10. Incorrect Calculations As a teacher’s assistant at a local high school, you keep track of students’ grades in Microsoft Excel. At semester’s end, you use a formula to calculate the final letter grade for each student. The final letter grades, however, do not calculate properly. What might be causing the error?

· The formula used to calculate the letter grades is incorrect
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