Introduction to Computers for Healthcare Professionals

Chapter 4
Lab 1

Software Applications: Common Tasks
Name: ______________________________   Date: ______________________

Match the keyboard command with its function. 
	a.
	F 10

	b.
	Alt + H

	c.
	F 1

	d.
	S

	e.
	Alt + F

	f.
	O

	g.
	U

	h.
	P


	
	1.)  Bold

	
	2.) Office Drop Down   Menu

	
	3.) 

 Key Tips

	
	4.) Help

	
	5.)  Save

	
	6.) 

Open

	
	7.) 

 Publish

	
	8.)  Print


This is a multiple answer question; you will need to select multiple answers by placing a check mark next to the appropriate answers. 
9.) Which of the following are ways to get help using only Microsoft Office?
	
	a.
	Ask your classmate.

	
	b.
	Click on the Help icon in the application.

	
	c.
	Press F 1.

	
	d.
	Use Microsoft Office Online.

	
	e.
	Trial and error.

	
	f.
	Call the computer lab.


This is a multiple answer question; you will need to select multiple answers by placing a check mark next to the appropriate answers.  
10.) Which of the following are Microsoft Office applications? 
	
	a.
	Word

	
	b.
	Facebook

	
	c.
	Excel

	
	d.
	PowerPoint

	
	e.
	Outlook

	
	f.
	FilePro


11.) Briefly explain why it is a good idea to use the Autosave function when 
        working with Microsoft Office applications?
[4WOL]
12.) Briefly explain why it is a good idea to use the Print Preview function before 
        printing a document? 
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