
Chapter 17 : Documents

Why do we need corporate House styles ?

-Ensures consistency across all document

-Lets people know that the documents belong to the same authority

-To reduce time spent in setting in and formatting documents

-To reduce cost of setting up and formatting documents

-to reduce the risk of errors e.g. Mis-spelling, logos omitted etc.

PDF vs RTF :

-PDF is portable document format and is readable on a pdf viewer or browser

-RTF is rich text format and is readable by all word processing software.

RTF uses basic font formatting PDF uses full formatting
RTF doesn’t allow for graphs PDF allows graphs
RTF doesn’t allow comments PDF allows comments
RTF Doesn’t allow for digital signature PDF allows for digital signatures
PDF tends to be compressed RTF is not compressed
RTF is fully editable Some PDF cannot be edited

How to create a chart :

Describe how he could reduce the size of the document without reducing the number of images.

Web development layers are used when designing web pages. An example of one of the layers is the

presentation layer. Name the other two web development layers.



explain what is meant by house style.

Name three appropriate types of object that could be inserted into the web page

A website uses anchors. Describe what an anchor is and how it is used.

How to resize an image :

How to rotate image :

-Select image , rotate x degrees .



Describe all the steps involved in carrying out a mail merge to create the membership cards.

The special margin that is placed at the top or edge to clear the text from the fold in a page is called the

gutter.

When the first line of a paragraph appears as the last line of a page this is called orphan.

Describe four advantages of using mail merge.

The teacher needs to check the data source and template before the data is merged. Describe three

checks that need to be done



How is mail merge created

Discuss the benefits and drawbacks of storing membership details on a computer database.



A picture is an element of a web page. Name three other elements that could be used in a web page.

How to resize image :

Advantages of email groups:



Explain why you might want to insert a section break in a document.

You have completed a word processed report for a History project on the First World War. You set the

computer to check the grammar and spelling. Explain why you still need to check the spelling and

grammar visually.

Explain, using examples, why headers and footers are used.



Describe how a relational database can be created using tables A and B

Discuss the use of spreadsheet software compared to database software to store and manipulate

student data.





Give the advantages of using mail merge instead of photocopying the letters

Identify and describe the three web development layers.




