Task 9. Mark these statements as True or False.

1. When you get to the end of each line, Word starts a new line automatically. This feature is called word
wrap.

2. Documents have to be retyped to make corrections or changes.

3. The user can plan the document more accurately by means of format characteristics.

4. The word processor monitors words typed and when it reaches the end of a line...

5. Some word processors can generate tables of numbers, indices and tables of contents.

Task 10. Find the English equivalents to the following word combinations.

Ha eKpani; MOJETIYBaTH; BIAIIYKYBaTH iH(opMaiio; BHI, MPOEKILis
(Tekcry); po3naj (naaHis); PO3AUTHTH CIIOBO (1119 epeHoCy); MiAXOAUTH,
BIIMOBIAATH; KOHTPOJIIOBATH; OyTH BI/IMOBIJATBHUM 3a 110-HeOY/b;
MiICTaBAATH, 3aMiHIOBAaTH; CKNA/IHI THASKCH

Task 11. Look at the words in the box and complete the following sentences with them. Use the
information in the text.

‘ type style, WYSIWYG, format, indent, font menu, justification, mail merging

 F— stands for "What you see is what you get'. It means that your printout will precisely match
what you see on the screen.
S refers to the process by which the space between the words in a line is divided evenly to

make the text flush with both left and right margins.

3. You can change font by selecting the font name and point size from the ... .

4. ... refers to a distinguishing visual characteristic of a typeface; 'italic', for example, that may be
used with a number of typefaces.

5:The:.. menu of a word processor allows you to set margins, page numbers, spaces between
columns and paragraph justifications.

6. . enables you to combine two files, one containing names and addresses and the other
containing a standard letter.

7.An ... is the distance between the beginning of a line and the left margin, or the end of a
line and the right margin. An indented text is usually narrower than a text without ... .

Task 12. Complete the following conversation with the given words

finally command first Edit

now mistake next insert

A: Do you know how I can move this paragraph? I want to put it at the end of this page.

B: Er.. I think so. (1).............. you use the mouse to select the text that you want to move and then you
choose the Cut................. (2) from the Edit menu..

A: Like this?

B: Yes. The selected text disappears and goes onto the Clipboard. And (3).........cc..ceeen. you find
where you want the text to appear and you click to position the (4).................... point in this place.

A: Mm.. is that OK?



B:Yes, if that’s where you want it. (5)..................... choose Paste from the (6)............. menu, or hold
down Command and press V. (7)............... check that the text has appeared in the right place.

A: WhatdoIdoifImakea (8).................... ?

B: You can choose Undo from the Edit menu which will reverse your last editing command.

A: Brilliant! Thanks a lot.

Task 13. Read the text below:

ADVANTAGES OF COMPUTER DATA PROCESSING

Computer-oriented data processing systems or just computer data processing systems are not
designed to imitate manual systems. They should combine the capabilities of both humans and computers.
Computer data processing systems can be designed to take advantage of four capabilities of computers.

l. Accuracy. Once data have been entered correctly into the computer component of a data
processing system, the need for further manipulation by humans is eliminated, and the possibility of error
is reduced. Computers, when properly programmed, are also unlikely to make computational errors. Of
course, computer systems remain vulnerable to the entry by humans of invalid data.

2. Ease of communications. Data, once entered, can be transmitted wherever needed by
communications networks. These may be either earth or satellite-based systems. A travel reservations
system is an example of a data communications network. Reservation clerks throughout the world may
make an enquiry about transportation or lodgings and receive an almost instant response. Another example
is an office communications system that provides executives with access to a reservoir of date, called a
corporate data base, from their personal microcomputer work stations.

3. Capacity of storage. Computers are able to store vast amounts of information, to organize it, and
to retrieve it in ways that are far beyond the capabilities of humans. The amount of data that can be stored
on devices such as magnetic discs is constantly increasing. All the while, the cost per character of data
stored is decreasing.

4, Speed. The speed, at which computer data processing systems can respond, adds to their value.
For example, the travel reservations system mentioned above would not be useful if clients had to wait
more than a few seconds for a response. The response required might be a fraction of a second.

Thus, an important objective in the design of computer data processing systems is to allow
computers to do what they do best and to free humans from routine, error-prone tasks. The most cost-
effective computer data processing system is the one that does the job effectively and at the least cost.

Task 14. Find the equivalents from the text.

Cucrema 06pobku indopmariii Komn'rorepom;
CHCTEMa OpPICHTYBaHHA Ha 0OpOOKY AaHHX KOMIT'IOTEPOM;
MOEAHYBATH MOAKTHBOCTI JIIOJHHH | MALIHHU;
0OMeKyBaTH yIIpaBIiHHS;

HABPAJ 44 JOMYCTATh MOMHIKY;

3AHILIATHCS BPA3IHBHM;

HEMIPHITYCTHMI JaHi;

JIETKICTE 301HCHEHHS 3B'A3KY;

Mepesa nepesadi ingopmanii;

cucTeMH, 6a3yloTbCs Ha BHKOPHCTAHHI CYIyTHHKIB;
OTPHUMAaTH MHUTTEBY BLAMNOBIIb;



HABOMTH JIOBIIKH;

CXOBHLLE JaHHX; KopriopaTuBHa 6a3a J1aHuX;

obcAr nam'sTi;

3anam'aTOBYBATH BEIMYE3HY KibKICTh iH(OpMaLLiT;
BUTATYBaTH iH(pOPMALIIO; 104aTH 3HAYUMOCTI;
3rajlaHHil BHILE, YaCTKa CEKyH/IH;

CXHIILHHH 110 MOMHIIOK.






