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Basic Bookmarks Quiz

Using Basic Bookmarks in Word  Quiz

Enter Your name:  

Two (2) marks for each correct answer

List some of the documents you have used while at YOUR Work Placement(s).

Answer all questions
1. What are some of the ways Help files aid new users unfamiliar with a software procedure?
Answer
1. Your answer could include the following points:

~ the ability to find out how to perform a specific task

~ to research how a task could be managed more efficiently

~ to solve a specific problem encountered while using the software.

2. Compare and contrast the two types of Help files available, namely printed booklets and online resources.

Answer
2. Your answer could include the following points:

~ Both types allow a user to find out how to solve problems with software applications or hardware devices.

~ Both are able to be referenced by using an index and a contents page.

~ Both are organised into passages that deal with related problems.

~ Online files are able to be searched for keywords efficiently.

~ Online resources are able to have wizards and macros attached to allow a user to see a procedure in a step by step fashion.

~ Paper based resources are able to be accessed even when the computer has frozen.

~ Paper based resources are able to be read anywhere, e.g. on public transport whereas online resources require access to computers and a network.

3. How would the language used differ for the different audiences you may have to deal with?

Answer
3. An experienced user will generally be looking for very specific information and will be able to comprehend technical terminology. New or inexperienced users will require simpler sets of instructions using less technical language. They would probably benefit from the more time consuming development of wizards and “how to” animations.
4. Define the term hyperlink.

Answer
A word, section of text, image or information object which has a connection to another.

5. What is a “target” when referring to links?

Answer
A “target” when referring to links is the destination of the link

6. Define the term “bookmark” in reference to linking.

Answer
A bookmark is an item or location in a document that you identify and name for future reference.

7. Why are bookmarks often used in templates and documents?

Answer
Book marks are used to automate data entry and to find information in documents. They are also used in table of contents and indexes.

Select the item you want to bookmark. On the Insert menu select

8. Briefly describe the process of creating a bookmark in Microsoft Word.

Answer
Bookmark. Give your bookmark a name. Click Add.
9. Describe the process of saving a word processed document as a web document.

Answer
From the File menu select the Save as Web page option and give your document a name. The file is saved as .html.
10. Why do organizations often save their documents in both word processed format and web format?

Answer
To be able to publish documents on a network and on a intranet/internet.
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