TEXT 9B. +task 13
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 mail merging.

Documents have to be retyped to make corrections or changes.

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

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

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

I

Find the English equivalents to the following word combinations.

Ha eKpaHi;

MOJIErIIyBaTH;

BIIYKYBaTH iHdopMaIiio;

BHJI, NPOEKLIifA (TEKCTY);

posnazn (niaHiB);

PO3ALIHTH CIIOBO (11 NIEpeHocy);
MiAXOIHTH, BIAMNOBIAATH;
KOHTPOJIIOBATH;

OyTH BIANOBIAAILHUM 32 1IO-HEOY L,
MNIACTABNATH, 3aMIHIOBATH;
CKJIANHI 1HIeKCH



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

a.type style,
b.WYSIWYG,
c.format,
d.indent,

e.font menu,
f.justification,
g. mail merging

1; stands for "What you see is what you get'. It means that your printout

will precisely match what you see on the screen.
2 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 is a 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

Complete the following conversation with the given words.

a.finally b.command ¢.first d.edit
e.now [ mistake g.next h.insert

A: Do you know how I can move this paragraph? [ 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 choosethe Cut  (2) from the Edit menu.

A: Like this?

B: Yes. The selected text disappears and goes onto the Clipboard. And (3)  vou 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 14. Find the equivalents from the text.



Cucrema 06pobkn indopmanii koMn'loTepom; cHCTEMa OpIEHTYBaHHA Ha OOpoOKy aaHHX
KOMM'IOTEPOM; MOEHYBATH MOMK/IHBOCTI JIIOJAHHH 1 MAlIHHK; 00MEKYBaTH YNpaBIiHHS; HABPs
4H JIONYCTATH MOMMIKY; 3QIHIIATHCS BPa3THBHM; HENPHIYCTHMI JaHi; JIETKICTh 37iHCHEHHS
3B'A3KY; Mepeka nepenaul iHdopmaiii; cHeTeMH, o 0a3yI0ThCAd Ha BHKOPHCTAHHI CYNMYTHHKIB;
OTPHMATH MHTTEBY Bi/INIOBi/Ib; HABOAWTH JIOBIZIKH; CXOBHIIE aHHX; KOpriopaTHBHA 6a3a JaHHX;
oOcar mam'ATi; 3anam'sTOBYBAaTH BE/JHYE3HY KUIBKICTh iH(OpMaNii; BUTATYBATH iH(OpMaIiio;
3rafiaHMii BHINE; YaCTKa CCKYHIN; CXHIBHMI 10 MOMHIIOK.
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