RElﬂ the guide. Then, choose the correct answers.

Word Wizord is an awerd-winmng werd
procassing program Frarnyone e
it is oy, spoedy and effective.
Starting from a biank page, you can

create asimple document or use the l
mery advenced featurss, This program e
rrakes §easy 1o edit fomat o erase ted, You can ako s
and print documents. In addifion. there is a spell check, 2
grammar chack, end 2 theszurus, You will be amazed &t althe
versatile featues it has to offer

But Word Wizard does more than create a simple documen:.
Il has templates 10 Meel every COMPUIR USer's needs.
Looking for & job? Thare = a tsmolate o create a very
professional résUmME. Are YOU S1arting your own Dusiness?
Word Wizand has templates for coloril and eye-catching
businesa eards. Word Wizard helos manage your buainess,
100, Templates lod Mopting Sgendas, 1ax COvars, Memos,
calendars, and reports save you time and monay! Check o
wabsite for pvan mom template options.

1 What is the main purpose of the text?

O A to describe a
program's capabilities

© B 1o explain how to
create a resume

O A creating memos © B sending e-mails

3 What is available at the Word Wizard website?

O A additional templates O B printing discounts

Word Processing:

i

!
it i

O C to compare two word

O D to give advice about
creating business cards

2 Which of the following is NOT mentioned as a function of the word processing program?

© € making business cards © I creating calendars

© C résumé writing tips © D document creation

instructions

The program is easy, fast and |

| and it has many different

| | which help save and money.
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Vocabulary

g Match the words or phrases with the definitions (A-F).

B [ create | [Lcmplatc] [ageuda“ report ] [ memo IIde c:.w;er]

A the first sheet sent with a fax |
B a short letter |
C a description of a meeting or other information ,7
D to make something [
E 2 list of things to be addressed in a specific time |

F a preformatted file containing fields ready for information 1o be entered into them |

Vocabulary

al-'it[ in the blanks with the correct words or phrases from the word bank.

'wo.r.d_

lréﬁumé [memﬂ” blank | |?aler|dar] ,rremplarsl business card|

1 The boss sentouta| regarding the company dress code,

2 When you open a word processing document for the first time, it will be |

3A] | helps you see what appointments you have for the week.

4 The salesman gave the CEO his | |50 that the CEO could contact him.

5A gnnd| | shows the applicant's job experience.

6Usea i | when creating certain documents so that you don't have to figure out the formatting on your

OWn.
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Reading

a Read the manual. Then, choose the correct answers.

Word Processing: Actions

:crsntca

! on Open,
i

| ’ kmrorpumnm MmeMm
| This guide will show you the basics of our newest word
| Brecessing pogram. Lats get starfed! -
ﬂmmgssmlom al the mart-upsmn'h

new blank document, click on the New

| Documant ican, To opan an aoesting documant, click

ud File Edit  \View Insert

.Q!'!'.-ﬁ e, Q‘.Jééf_l i

| Save As.

1 What is the main purpose of the text?

+ Use the cropdown meanus Lo edit your document, To
| select an a0, drag your QUTBOr ower T text. Then
| open e B meni You cancopy, eut, and paste fhe
| selacied tent To delete sslecied tand, smply prass the
| Dwietr burion on your keyboard, If you maki a mistaks,
| the Edit menu has Undo and Redo unctions.

| To save your document, pul down the File menu and
| click Save. To gave a fle with & new name, click on

Entér your new fle name and choose the

approgrigta file extansion. Then Gick Sawe. After
| Emving, you can close your dogument.

O A to describe documents O B to give anoverview of O Cto explain changesto O D to answer commonly
the program creates basic funcrions the new program asked questions

2 Where are the Cut and Paste functions?

© A in the File mem © B in the Tools mem © € in the Insert menu © D in the Edit menn

3 Which of these functions is NOT mentioned in the guide?

C A printing a document O B saving a document Q C selecting text © D copying text

(e

You might nse the Cut finction to

one part of a document so you can

'a section of text from

it somewhere else.




Yocabulary

Bl\htth the words or phrases with the definitions (A-H).

o l me ” éop'y ool o] ol dosg_ || mdo ] dcm |

A to end or put away

B to remove text from a document
C to make changes to a document
D 1o repeat an action

E to access a document or program
F to choose or mark text

G to duplicate text

H to assign a specific file name or type

Vocabulary

g Read the sentences and choose the correect words,

3 After finishing his work, John  selected closed | the program,

2 When you make a mistake, yon often have to | undo | paste it

1Liz  saved _|_ cut | her document to make sure she didn't lose her changes.
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Rzat! the memo. Then. choose the correct answers.

Word Processing: Formatting

8 Filtar out unnecessary data for focused caloy
o To add new information to a table, nsert cel
=l You can clesr cantans o deiee Infarrmation

A 3 beeutiul wam day in s || Freeeng coie ang
{ R 2000, ke Seanbets decited 1o [ wpeimeria]  CAISG0RSE: ol 0ach e pAICTIPH
{ | gt s Deginmng
TN (o St WL 3 T S @ e w10 T wdent 1 o7 b facs tcr Imgariart tasdhack:
| Mlpgiam widornete. On thor first morn. Ho ks g A i bottom of the tepoil, 158
| ing, they 38t off gshe cwwn e fite ok ¢ hel anmﬂm
:KranlMMl_h_i.l_'y:_a. {esun (7] X
| Ty by Eitvatiod afaw mils dowm |1Tae remt morsing| :
| Ene e wheers, 30 e o, thary sew i 1 ot e el e |
; e it || supptis - their fox,

1 What is the main idea of the text?

© A to explain how to O B to show the formatting O C 10 suggest tips on © D to explain the types of
format a type of report errots in a report producing reports faster reports to produce

2 What part of the budget report should employees center on the page?
O A the department name  © B paragraph headings O C the employee's name O D expendinre
summaries
3 Which of the following is WOT a formatting instruction?

O A Use italic text inrows. O B Enter the report title in ¢ € Include three columns  © D Underline the




The type and | | as well as the use of bold.

" and underline, are about the text itself.

Vocabulary

a Match the words or phrases with the definitions (A-J).

A the middle of a page |

B a vertical section of text on a page |

C the size of the blank areas between lines in a text

D being darker and thicker than normal text |

E the size and shape of letters

F the space around the edge of a page |

G being slanted

H the lavout and design of a page |
I a large dot at the start of a paragraph |

J an editing tool |

Vocabulary

a Read the sentence palrs. Choose which word or phrase best fits each blank.

14)] | at the start of a new paragraph.

B) To draw attention to a word, you can | it.
|.spe-ll check| [ format
2 A) The | for different documents is speeific.

B) When I am finished writing, I always use the | ]
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