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YEAR 9 HOMEWORK PROJECT TWO:

SOFTWARE PACKAGES




Name:
TASK ONE: Match the following features up with the correct software – NOTE: some features are available on more than one software package, so you can have more than one answer.
If you are unsure – then load up the programs on your computer and check them out
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EXCEL

ACCESS


WORD

PUBLISHER
	TASK
	SOFTWARE PACKAGE/S

	Inserting a table
	

	Creating graphs and charts
	

	Running queries on data
	

	Putting text into columns
	

	Adding up sales figures
	

	Inserting clipart
	

	Altering appearance of graphics
	

	Spell checking
	

	Creating an organisation chart
	

	Storing information alphabetically
	

	Changing margins
	

	Mail merging documents
	

	Finding words & replacing them automatically
	

	Adding bullet points
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Task Two: Choose ONE of the businesses below.  Explain how they would use the following software packages to help run their business:
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Word processor

b. Powerpoint

c. Spreadsheet

d. Database

You should aim to write one page of A4 for this task.






Choice of businesses
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