Introduction to Computers for Healthcare Professionals

Chapter 4 Lab 2
Software Applications: Common Tasks

Name: ______________________________   Date: ______________________

Use the illustration to help you answer the questions.

[image: image1.png]Insert  Pagelayout  References  Mailings  Review  View

(R T 15019 [nagoceon] astceor aaBbe: asmvce - A4 B
e (B2 U -dex x A ¥ A = [@- ]| | rvomar |snospac.. Hesang1 | Heaang2 - Change E‘mw‘
Clipboard Font ] Paragraph = Styles o Editing.

Page:10f1 | Wordsi0 | & |





This is a multiple answer question; you will need to select multiple answers by placing a check mark next to the appropriate answers. 
1.) Which of the following items can be found by clicking on the Office icon in Word?

	
	a.
	New

	
	b.
	Page Layout

	
	c.
	Save As

	
	d.
	Recent Documents

	
	e.
	Mailings

	
	f.
	Print 


2.) Which tab can you click on to change the font size used in your document?

	
	a.
	Home

	
	b.
	Insert

	
	c.
	Page Layout

	
	d.
	References

	
	e.
	Mailings

	
	f.
	Review

	
	g.
	View

	
	h.   
	Design

	
	i.
	Layout


3.) Which tab can you use to insert page numbers into your document? 

	
	a.
	Home

	
	b.
	Insert

	
	c.
	Page Layout

	
	d.
	References

	
	e.
	Mailings

	
	f.
	Review

	
	g.
	View

	
	h.   
	Design

	
	i.
	Layout


3.) Which tab can you use to view your document in a Web layout?
	
	a.
	Home

	
	b.
	Insert

	
	c.
	Page Layout

	
	d.
	References

	
	e.
	Mailings

	
	f.
	Review

	
	g.
	View

	
	h.   
	Design

	
	i.
	Layout


4.) Which tab can you use to help you mail the document to other recipients?

	
	a.
	Home

	
	b.
	Insert

	
	c.
	Page Layout

	
	d.
	References

	
	e.
	Mailings

	
	f.
	Review

	
	g.
	View

	
	h.   
	Design

	
	i.
	Layout


5.)  Explain how to save a document to your storage device (travel drive). Be sure to include the specific steps (which icons or menu options to click).What are the keystroke shortcuts you can use to save a document?

6.) Explain how to move text in a document. Be sure to include the specific steps (which icon or menu options to click). 
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