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Homework Exercise 1 - Editing

1. What kind of data is a word processor used for:

a) numbers
b) pictures
c) text?

2. Copy the sentences and select the correct word:

Document

save

mistakes
lost

i) A word processor is good for people who make lots of ………?

ii) With a word processor your ………….. will look professional.

iii) A word processor allows you to ……… your work so that it wont get…….

3. Many word processors have the feature wordwrap. What is wordwrap?

4. Helen has written a letter to her landlord. She wishes to make some of the text stand out like her address and some important words. Suggest 3 ways she can do this.

5. Merita has typed her computing homework and handed in a hard copy, but the teacher has suggested a few amendments. 

a) Name three types of amendments she might have been asked to make.

b) What is a hard copy?

Homework Exercise 2 - Formatting

1. [image: image2.wmf]Copy the names and descriptions as shown below, then draw lines to link them correctly.

2. Name three ways to change the look of the text on a page.

3. Why would you make a heading a large font size?

4. There are fours types of justification/alignment. Can you name them?

5. When John printed his poster it cut the edge off his text. How can he reset his page to fit in better?

Homework Exercise 3 - Editing

1.

a) What feature will make sure you have no spelling mistakes? 

Read the following sentence:

 The tree dogs wer barking like mad at the caj in the three.

b) Which words would be found by the spelling check?

c) Can you spot any other mistakes in the sentence?

d) Explain why the computer did not find them?

2. a) Copy and complete the sentence using the words Selective and Global.

……… search and replace will change the text every time it a appears, and ………. Search and replace will allow you choose when to replace it.

b) Why is search and replace so useful?

3. How does the computer highlight a grammar mistake?

4. Name 3 advantages of a word processor over handwritten documents.

Homework Exercise 4 - Credit

1. Many businesses now send their customers standard letters. Explain what a standard letter is.

2. When they wish to make a letter more personal for example adding the customers name and account number they use  a mail merge. What two applications do they need in order to complete this?

3. Read the following sentence carefully:

The introduction of computers and the use of standard letters has had a larhe impact upon employment.

a) Discuss what impact computers have had on employment and why.

b) Will computers also have affected productivity? Explain why.

4. The school have introduced computers to make their work easier. 

Explain how each of the following tasks will be done:

a) sending letters home to every parent;

b) Producing a timetable for each pupil;

c) Writing report cards




Justification		the kind of writing used


Highlighting		positions the text across the page


Font			the way the text looks


Formatting		selects a group of characters
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