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1-Give each entry a title 

2- Fill in the blanks    3-How many words you had to remember for the Quiz?

	__________
__________is used to transmit data from one computer to another. Most communications packages transmit and receive different types of data, maintain a directory, automatically dial, automatically redial, and automatically answer. A __________ __________ is a type of communications software designed to access and display information that is organized into __________at Internet Web sites. ____________________, also called __________allows users to send messages to and receive messages from other computer users.


	_____________
Application software consists of programs that tell a computer how to produce information. Individual software products are called _____________Understanding software applications commonly used on personal computers is part of being computer literate. 
	____________
_____________requires the use of a computer to produce or modify documents that primarily consist of text. Producing a document using word processing generally consists of four steps: creating, editing, formatting, and printing. __________ involves entering text. ___________is the process of making changes in the content of a document. _________ means changing the appearance of a document. ___________ can be done utilizing many different options. Diverse features are used during each step to create professional-looking documents or home pages on the World Wide Web.

	__________
__________ (DTP) software is used to design and produce high-quality documents that contain text, graphics, and unique colors. DTP software is designed specifically for ___________________ (sometimes called page makeup), or the process of arranging text and graphics on the document page. A ___________________ describes the document to be printed in language the printer can understand.
	

	
	__________
Spreadsheet software organizes numeric data in a table format called a__________or __________. Data is arranged vertically in__________and horizontally in__________. A__________is the intersection where a column and row meet. Cells may contain __________ (text), __________ (numbers), and __________that perform calculations. A spreadsheet’s capabilities of recalculating when data is changed, called __________, and creating a __________that graphically shows the relationship of numerical data make it a valuable tool for decision making.

	__________
A __________ is a collection of data stored in files. __________is used to create a database and to retrieve, manipulate, and update the data kept in it. A________is a collection of related data stored in records. Each__________contains a set of related facts called __________The capability of retrieving information in a report, called a__________, based on criteria specified by the user is one of the more powerful features of a database.
	

	____________________allows the user to create documents called __________ that are utilized in making presentations before a group. Presentation graphics packages offer numerous chart types, three-dimensional effects, special effects, sound and animation, color control, and image libraries. A slide sorter helps to organize and present the slides. Presentation graphics packages also can be used to create outlines, notes pages, and audience handouts.

	_____________
An operating system tells the computer how to perform functions such as processing program instructions and transferring data. Once the operating system is loaded into the memory of a computer, application programs can be run. The _____________is the way all software, including the operating system, communicates with the user. A _____________ (GUI), one of the more common user interfaces, combines text and graphics.



	__________
__________ (PIM) software helps individuals keep track of miscellaneous bits of personal information. These packages may offer appointment calendars, outliners, electronic notepads, data managers, and text retrieval. __________helps you track your income and expenses, pay bills, and evaluate financial plans.
	__________
__________allows users to plan, schedule, track, and analyze the events, resources and costs of a project. __________helps companies record and report their financial transactions. __________ is a term applied to software that helps multiple users work together by sharing information.

	__________
__________ (CAD) software assists a user in creating a design for a product or structure. Changes can be made to all or part of the design and the results viewed instantly. __________allows you to create a presentation that can include text, graphics, video, sound, and animation.
	__________
__________refers to software that combines applications into a single, easy-to-use package. The applications are designed to have a consistent command and menu structure, and data can be passed quickly from one application to another. In a __________, individual applications are packaged in the same box and sold for a price that is significantly less than buying the applications individually. The packages are modified to work better together and offer the same command and menu structures.


