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Office Automation
1. What is computer Office Automation?
[bookmark: _GoBack]The use of computer systems to execute a variety of office operations, such as word processing, accounting, and e-mail. Office automation almost always implies a network of computers with a variety of available programs.
2. Explain briefly what is a word processor, spreadsheet, database and others that we can find in MS Office.
Word processor –  A word processor enables you to create a document, store it electronically on a disk, display it on a screen, modify it by entering commands and characters from the keyboard, and print it on a printer.
Spreadsheet – A spreadsheet is a sheet of paper that shows accounting or other data in rows and columns; a spreadsheet is also a computer application program that simulates a physical spreadsheet by capturing, displaying, and manipulating data arranged in rows and columns.
Database – A database is a collection of information that is organized so that it can easily be accessed, managed, and updated. In one view, databases can be classified according to types of content: bibliographic, full-text, numeric, and images.
3. List and explain briefly two features that we can use in MS Word, Excel, Publisher, Access, PowerPoint and FrontPage.
1) The Help title – Play with this. It will tell you how to do things. The contents are arranged alphabetically and you find out more about what you want your MSWORD to do.
2)The toolbar- Look at your toolbar. On the top left it will show the font and size in white boxes. You can change your font and its size by clicking on the arrows next to each and selecting what you want.



4. Create a spreadsheet of how much we spend our money on cigarettes per week, per month and per year. Then plot the chart.
	Day
	Per day

	MONDAY
	$7.40

	TUESDAY
	$7.40

	WEDNESDAY
	$7.40

	THURSDAY
	$7.40

	FRIDAY
	$7.40

	SATURDAY
	$7.40

	SUNDAY
	$7.40

	TOTAL SPENT FOR 1 WEEK :
	$51.80




	Weeks
	Per day

	1st
	$51.80

	2nd
	$51.80

	3rd
	$51.80

	4th
	$51.80

	TOTAL SPENT FOR 1 MONTH :
	$207.20



	Month
	Per day

	12 MONTH
	2486.4
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