Digital Communication Systems
STUDY GUIDE - Assigned March 22, 2006
Comp. 5.01 - Enhance Documents using Font Attributes

Comp. 5.02 - Word Editing Tools and Proofreading

Comp. 5.03 - Letters

Comp. 5.04 - Memorandums, Templates, and E-mail
Directions:  Use your notes in your notebook and answer each of the following questions in the space provided.  If you need additional space, attach a separate sheet of notebook paper and include the question number with your answer.  


If you do not finish these in class today then complete for homework tonight and Thursday night.  I will take these up on Friday at the beginning of class -- you will receive full credit if ALL answers have been attempted.  THIS WILL COUNT AS A TEST GRADE.  We will go over the answers during an upcoming class period.
1. Font refers to the ________________, or _________________, in which a document is printed.

2. Font consists of the ______________________, _____________________, ___________________, and _____________________.

3. _____________________ are used to change the appearance of a font.

4. List the fifteen (15) different font attributes that are given in your notes.

5. What font attribute will allow you to begin a paragraph with a large initial cap?  _______________________

6. What font attribute changes text to a graphic object?  ________________________

7. What font attribute places a light shading behind text? _______________________

8. What is the voice command in MSWord for removing a BOLD enhancement?

9. When using computer software text sizes are usually stated in: (circle your answer)

a. Fonts

b. Picas

c. Points

d. Scales
10. Times New Roman and Arial are examples of:  (circle your answer)

a. Word Art

b. 3-D effects

c. Font sizes

d. Typefaces

11. What vocabulary word means to highlight specified text?

12. What utility program is used to correct spelling errors?

13. What is the purpose of the Format Painter?

14. What area in the computer software stores cut or copied data/text/graphics?

15. ______________________ automatically corrects many common typing, spelling, and grammatical errors and it inserts text, graphics, and symbols.

16. ______________________ is a storage location for text or graphics you want to use again and includes mailing addresses, standard contract clauses, and long distribution lists for memos.
17. What are comments?

18. Draw the proofreading mark that means to switch around (transpose) words or letters?

19. Draw the proofreading mark that means to delete.

20. Draw the proofreading mark that means use a period here.

21. List three (3) tips to use when proofreading a document before printing.

22. Errors are easily overlooked in the _____________ few lines and the ______________ few lines of a document.

23. List four (4) common errors missed by spell checkers.

24. What are the two (2) voice commands for removing the last chunk of text that was continuously spoken?

25. What helpful software feature underlines unknown words with a red line?

26. What helpful software feature marks errors with a green underline?

27. What does the proofreading mark                     mean?

28. A ________________   __________________ is correspondence sent from one business to another.  The person writing the letter is speaking on ________________ of the ________________ on a _______________ - related matter rather than as an individual.

29. _____________________  _____________________ letters are written by an ____________________ to deal with ___________________ of a _____________________ nature.

30. What format style is commonly used with the personal business letter?

31. What are the seven (7) basic letter parts of a Personal Business Letter?
32. What are the margin settings for the Personal Business Letter?

33. What are the three (3) special parts of a Personal Business Letter?

34. What are the seven (7) basic letter parts of the formal Business Letter?

35. What are the five (5) special parts of the Business Letter?

36. What is the name of the two headings that can be keyed at the top of a 2-page letter?

37. On a business letter letterhead stationery is used, therefore you do not key the ________________ address.

38. The __________________ block appears a quadruple (QS) space below the complimentary close.

39. In a letter, the writer's title can be keyed following a _______________ on the ____________ line as the writer's ____________, or it can be keyed a single space ______________ the writer's name.

40. In a business letter, the company name can be keyed in _________  _________ a double-____________ below the __________________________ close.  

41. Reference Initials are used when someone other than the ______________ types or prepares the letter.  The initials are those of the person who _____________ the letter.

42. Name three (3) pieces of information that can be placed in the letterhead.

43. At least __________ lines of the _________ of the letter must be carried to the second page. 
44. According to your notes -- what is a widow?

45. According to your notes -- what is an orphan?

46. The second and following pages of a letter requires a _________________, either a __________- line heading or a __________________ - line heading.

47. The ________________ and ________________ of the second and succeeding pages of a letter should match the first page.  The top margin of the second and following pages of a letter should be _________.

48. The second and following pages of a business letter should be keyed on _______________ paper, NOT letterhead stationery.  

49. A ____________________  _____________________ is used when correspondence is to be sent via a special postal service.  For example, ________________   _________________, REGISTERED MAIL, or __________________   _________________.  Key the mailing notation a _______________ space below the date, in __________  ____________, and at the left margin.

50. The ___________________ line is used to identify the title or department of the person who should receive the letter when the _______________ does not know the _________________   ________________.  The notation should appear on the ___________________ and on the __________________.  Key the ________________   __________________ as the ___________ line of the letter address.

51. The SUBJECT LINE is used to ______________ the _______________ attention to the main subject of the letter (correspondence).  Key the subject line in ___________   ___________ a ________________ space below the _____________________ at the left margin.  Leave a ______________ space after the subject line.

52. __________________________ are correspondence written to people within the same business or organization.

53. The top margin of a memorandum is ____________ or ___________.  The side margins of a memorandum are _____________.

54. In a memorandum (memo) ______________ - space within _________________ and ______________-space between paragraphs.

55. What are the four (4) guidewords used in a formal memorandum?

56. What are the five (5) parts of a memorandum?

57. What is a memo template?

58. What are the five (5) parts of electronic mail (e-mail)?

59. How many times should you space between the guide words in a memorandum?

60. Where is copy notations typed in a memorandum?

61. What does cc and bc mean and when is it used in a memorandum?  I called this a carbon or confidential copy but what is it called in your notes?
62. What is an attachment in an e-mail?

