Classwork-Homework Set #1- Assigned Tuesday February 16, 2010- Due on Tuesday February 23, 2010- Review of Last Week’s Lessons- Elements of a Word Document Lessons and Exercise 1- Lesson. 
Directions:  You can type in your answers and then e-mail it to the teacher OR print out a copy and write in the answers on this paper OR write your answers on a separate sheet of paper. 
DUE TUES. 02/23/10
1) Name four buttons found on the main window of a Word document. Please briefly EXPLAIN the function of each one. 
i.  Redo/Undo Button- When you do a mistake you can undo the mistake. It is located in the Quick Access Toolbar.
ii.  Office Button- It is located on the upper left corner. This helps you to print or save and many many things.
iii.  Font Size Button- This allows you to change the size of the font. 
Font Face Button- This allows you to change the style or face.

iv.  Close Button/Maximize/Minimize/Restore Down- These buttons are on the upper right corner.
2) Name four bars found on the main window of a Word document. Please briefly EXPLAIN the function of each one. 

i.  Title Bar- This is found at the top of the window.
ii.  Status Bar is found on the lower part of the window.
iii.  Scroll Bars- Vertical and Horizontal. They help you to navigate the window.
iv.  Quick Access Toolbar- Has quick access to commands.
v. Zoom Slider Bar-Lower Right Corner
3) Name the two Dialog Boxes and two Task Panes that can be opened from the ribbon on the Home Tab. Please briefly EXPLAIN the function of each one. 

4) Write a list of the names of the different types of views for a Word Document.

Print Layout, Full Screen Reading, Web Layout, Outline, Draft 
5) Using one or more sentences, define a toggle button and give an example of it.

It is an indicator button that shows you when something is on or off. An example is like bold, or font, or underline, or italics. 
6) Using one or more sentences, explain the following. What is the main difference between a dialog box and a task pane window?
7) Using one or more sentences, define what are Screentips and why they are helpful or important. 
The Screentips are when you rest the mouse pointer on one of the command buttons and a screentip message appears. The message gives you the name of the command, and a brief description and sometimes it gives you shortcuts.
8) Using one or more sentences, explain the following. What is one way to minimize or maximize the Ribbon?
9) Word Options are used to enable/disable many advanced options. Where is the Word Options button located? 
10) What are default settings? Give an example of a default setting found in a Word document.

11) The Ribbon’s organizational structure has three parts. Name the three parts and list them from biggest to smallest part.

12) Some groups have a dialog box launcher. Where is this launcher located and can you give an example of a launcher?

13) Some tabs are called contextual tabs. What is a contextual tab and can you give an example of a contextual tab?

14) In your own words. Briefly describe what is the difference between using the command for Save and the command for Save as.

