Word Processing Revision Notes and Questions

Word-wrap – When word processing, at the end of the line the word you are typing is AUTOMATICALLY moved down to the next line. This allows the user to focus on typing and not have to worry about what will fit on the line.

Header and Footer – This is text inserted into the top (header) or bottom (footer) margins. You only need to enter this text once but it appears of every page.
Text alignment – Text can be aligned in 4 ways:
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	Left alignment means that text is lined up along the left hand margin of a page.
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	Centre alignment ensures that text is centred and there is the same distance from the text to both the left and right margins.
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	Right alignment lines text up along the right hand margin of a page.
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	Fully justified text is lined up along both the left and right margins. This is done by spacing out the words along a line.
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Text Styles – You can change the style of text in several ways. The most common are underlined, bold, and italics.
Page size and layout – This document has the page set to portrait. Turning the paper on its side is called landscape. Most word processors allow you to create documents for different sizes of paper.

Margins – The margin is the gap between the edge of the paper and the edge of the writing. You can alter the left, right, top and bottom margins. You may want to alter the margins to fit more text on a page or make them wider to allow someone to be able to write notes in the margin of a printed copy.

Standard Paragraph – This is a piece of text that someone might use often. To save them typing it over and over they should save a copy and then insert it into documents when they need it. Before saving it, it should be checked for error. This saves a lot of time for the user, not having to retype the text or check it for errors.
Search and Replace – This is used to correct an error an error where you may have used the wrong word several times throughout a document. You use search or find to locate a word and then enter the new work in the replace box. You have the option to change all or one at a time. Change all is quick but you have to check that you do not replace an occurrence of the word by mistake.

Spelling Check – The word processor has a dictionary of words. If the user enters a word not listed in the dictionary the word is highlighted and user is offered a list of alternative words.

Grammar Check – Most word processors have a number of rules of English language built into them. If the user enters text that breaks a rule, this error is highlighted and a correction suggested.

Tabulation – Left, right, centre and decimal tabs to be used to ensure that text can be lined up anywhere on the page. Tabs can be placed on the ruler at the top of the document.

Tables – Tables are a good way of laying out information so that it is well organised and easy to read. Other advantages of tables are that it is easy to insert new columns or rows if needed.

Page Breaks – Used to allow the user to choose when to take a new page instead of the just going onto the next page at the bottom of the previous. This is useful if you want a new chapter to go at the top of the next page.

Standard Letters – A letter sent to many people. Each letter is exactly the same except for the personal details which are changed for each person who gets sent a letter.
Mail Merge – Personal details are kept in a database. Mail merge is the process of automatically producing a standard letter for each person in the database.

Optical Character Recognition – OCR is the process of scanning in text from paper using a scanner. The scanner scans the text and an image of the text is stored. OCR software then scans the image and recognises text. This text can then be edited using a word processor.

Exercise 

1. A Web site has been created by a school to give parents information about the upcoming activities week.
a. The text for the web page was created in a general purpose package. State the most suitable type of package for creating text.

b. A paragraph has been writing and saved by the head teacher to explain how the activities should be paid for. This has to be inserted on every activity page.

i. Name this type of paragraph.

ii. State two advantages of using this pre-prepared text.

c. A high level language was used to create the Web site.

i. State two common features of high level languages.

ii. What characters are used in machine code?

d. The Web site used many types of multimedia. Sate one type and explain how it could be used to improve the Web site.

2. Bob owns a hotel. He is trying to encourage more people to come and stay at the hotel. He sends out standard letters offering special deals to people who have stayed in the hotel before. The letters all contain the same information apart from personal details such as name  and address that will be inserted.

a. Name the process described above.

b. Before printing the letters, Bob uses both a spell checker and a grammar checker. State an example of a mistake that would be picked up by each of these proofing tools.

c. Bob designs a poster to advertise the hotel.

i. State a suitable type of application package for him to use and give a reason for your choice.
ii. He includes the logo from the Tourist Information Web site on his poster. Explain why he might be breaking the law by using the graphic.

iii. State how Bob could use the logo without breaking hr law.

d. The logo is black and white. It contains 267200 pixels. Calculate the storage requirements of this graphic in kilobytes. Show all your working.

e. Bob also includes one of his own photographs. ehe wants to remove some of the picture as shown herhe wants to remove part of the photo as shoHe wants to remove part of the photo as shown here: 
Name the tool he will use to do this. 






portrait





landscape








_1354088983

_1354089007

_1354089045

_1354088957

