Suva Sangam College

Year 10
Office Technology
Worksheet 9
Strand 2 COMPUTER CONCEPTS AND SKILLS
Sub- Strand Document Processing
Reference from text | Pages: 53-63
Questions:
No. CONCEPT IN BRIEF: Document Processing
1.
a) What is Word Processing?
b) What is the difference between line styles and filled shapes?
c) ldentify five wrapping styles that are used to create documents.
CONCEPT IN BRIEF: Document Processing
2.
a) What are graphics?
b) Give four examples of graphics?
c) State two main reasons to use graphics in your work?
CONCEPT IN BRIEF: Document Processing
3.

a) Differentiate between foreground and background colors.
b) Differentiate between bitmap and vector package.
c) What is integrated software?
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