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Revision Class work

Name: 

Section:

Date:


Perform the following; learn as much as you can while performing:

Lesson 11

Microsoft Office Suite.
What is a document :……………………………………………………
What is the extension of a document :………………………………………………….

Write down some extensions and the name of the program that opens a file with these extensions

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

What is the meaning of data sharing ? (hint : page 204 in textbook)

…………………………………………………………………………………………


Navigating window Applications.

What are the following                      
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………………………………………..

How do the above help in moving around the window, what other things help us to move in a document? (Page 206) ………………………………………........................
………………………………………………………………………………………….. .
What do we call the mouse when it looks like a I: ………………..
Understanding Info in an Application window

Name all the items pointed at with arrows , write the use of every one : [image: image5.png]& Document2 - Microsoft Word L)
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………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Customize a document window

Which menu has the toolbar command…………………………..

Show the drawing toolbar

Let the drawing toolbar float  and overlay part of the window

Now anchor it at the bottom of the window 

Go to view(toolbars(customize

Select a category move one of the buttons to any toolbar 

Move the same button out of the toolbar 

Explain what happened.

Click the down arrow at the right of a toolbar

Explain how you can use this menu to customize a toolbar 

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….

Opening , saving and printing document(page 210)
What does opening a document mean?

What does saving a document mean ?

What is a file extension ?

What is a path ? Show the parts of the path on the following figure
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Where will the file be?

To open a file go to” file( open”  then browse to find the file  or click this button [image: image7.png]



The following dialoge box appears , name the parts
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What is the role of every one of these parts? what happens when I press the my recent documents button ?
Fill in the following table 

Problems with opening files (page 213)


	Problem 
	Cause 
	Solution 

	
	
	

	
	
	

	
	
	

	
	
	


Save your document As any name you like

How long can the complete path(file name ) be?

Write some characters that are not allowed in the filename?

What format is using to save?

Can you change the format? How?

Try to print you document ? Explain the steps?

Getting help 

If you need help using any application what do you do, order you options?

1-

2-

3-

Show the office assistant 

Practice using the three above types of help?

