Answers to quick QUIZ

1. If you are saving a new document for the first time there is NO difference.  If you have saved the document even once, saving any other time will update that document with whatever you have done in it since the previous save.  Save As will allow you to save the original document plus your changes into a new document with a different name and location.

2. A style is a collection of formatting attributes saved with a name.  They are the biggest time saving feature ever invented!  You can control the formatting of an entire large document with a single change to a style.

3. Mail Merge involves having 2 documents – a main document (a letter, layout for labels eg) and a data source (a list in excel eg).  You can then take one main document and use a list to make a copy of the main document for each item in the list.  Eg you could have a list of 50 potential customers, and write a promotional letter personalised to each person by merging their data with the letter.

4. Software:

1. Newsletter – Word processor or desk top publishing software

2. Budget – spreadsheet

3. Client Contact – database application

4. Slide show – presentation application

5. Manage files and folders – windows explorer

6. Report with graphs – spreadsheet or database application

5. A template provides the basis for creating any kind of new file on a computer whether you are word processing or using a spreadsheet or whatever.  Every new document comes from a template – eg in word processing you would get a portrait oriented page, left aligned text, margin setup, single line spacing etc  The biggest power comes in creating your own templates with styles set into them.

6. Style Policy – is when a business issues a policy that explains how documents etc created for that business are to be formatted to ensure consistency.

7. Difference between:

1. Cut – this process REMOVES an item from it’s place in a file.  eg you want to move a paragraph of text from the first page of a document over to the third page so you cut it out and then paste it.

2. Copy – this process takes a COPY of an item and leaves the original intact.  eg you have a good explanation of your product in a document that is large so you copy just that section and paste it into an email rather than type it out again

3. Paint Formatting – this process ONLY copies the FORMATTING of an item.  eg you have a heading that is fancy and coloured and you want to make another heading look the same, so you select the fancy heading, select your format painter and then swipe or paint it over some plain text.

8. BITTS Pty Ltd can assist you with examining where your business is at in terms of technology, processes and staff skills.  Then we can formulate a plan with you to raise your efficiency levels to where you want them to go.  We are experts in Information Management and Business training.

You can contact Les or Katrina through http://bitts4learning.com 

