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Assessment Task
Becoming familiar with word processing (Individual activity) (LO3 AS4)

Complete the table below by stating what action each of these icons performs in the Microsoft Word program.








[10 marks]

	Icon
	Action
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Suggested Solutions (LO3 AS4)

	Question number
	Possible marks
	Solution


	1
	10
	Icon

Action

[image: image20.jpg]



a)

Opens the Microsoft Word program.

b)    [image: image10.jpg]



Cuts a section of selected text and places it on the clipboard for later use.

c)    [image: image11.jpg]



Prints the active document.

d)    [image: image12.jpg]



Saves the active document.

e)    [image: image13.jpg]



Undoes the previous action.

f)     [image: image14.jpg]



‘Office Assistant’ provides help and tips to perform tasks.

g)   [image: image15.jpg]



Checks the document for possible spelling and grammar mistakes.

h)   [image: image16.jpg]



Opens or finds a file.

i)    [image: image17.jpg]



Creates a new blank document.

j)    [image: image18.jpg]



Displays the ‘Tables and Borders’ toolbar to create or edit tables.
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