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Can | create my own libraries and folders?
What's the best organization for my files?
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72
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76
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79
80
81

83

86
87
88
89

92
93

94
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96

97
99
100
101

102
103
104

Can | change the name of a file or folder?
How do | delete files and folders?

How do | share files?

How do | back up important files?

How do | solve common problems
encountered when working with files?

What if Windows opens the wrong app
for a file?

Assessment
English-Chinese Key Terms

Section ll: Key Applications

Chapter 8: Getting Started with
Application Software

How do | start and exit Windows
applications?

What are the components of an
application window?

How do | switch between application
windows?

How do menus and toolbars work?
How does the ribbon work?

How do | open a file?

What if a file doesn’t open?

How do | save a file?

How do | change the settings for an
application?

How do | access help for an application?
Assessment
English-Chinese Key Terms

Chapter 9: Creating a Document
What's in the Word program window?
What's in the document workspace?
How do | create a document?

How do | select text for editing?

How do | move, copy, and delete text?
Can | undo a command?
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114
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120

121
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128
129
131
132

133
134
135
136
137
138
139
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How do | check spelling, grammar, and
readability?

How do | use the thesaurus and other
research tools?

Can | search for text and make global
changes?

How do | use a document template?
How do | save a document?

How do | print a document?
Assessment

English-Chinese Key Terms

Chapter 10: Formatting a Document

How do | select different fonts, font
sizes, and text colors?

How do | apply bold, italic, and
underlining attributes?

How do | use the Font dialog box?
How do | center and align text?
How do | use styles?

How do | add numbering and bullets
to a list?

How do | adjust line spacing?
How do | use tabs?
How do | indent text?

How do | add footnotes or endnotes to
a document?

How do | work with outlines and other
document views?

How do | create a table?

Can | format a document into columns?
Assessment

English-Chinese Key Terms

Chapter 11: Finalizing a Document
How do | create headers and footers?

How do | insert page breaks and
section breaks?

Can | insert photos into a document?

Can | insert line art into a document?
How do | set margins?

How do | perform a mail merge?

How do | save a document as a Web page?
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143
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146
147

148

149

150
151
152
153

154
156
157
158

159

160
161
162
163
164

165
166

167
168
169
170
171
173

How do | convert a document into a PDF?
How do | work with electronic documents?

Can | track changes and insert comments
in a document?

Is there a way to protect documents from
unauthorized access?

What other features can | use to finalize
my documents?

Assessment
English-Chinese Key Terms

Chapter 12: Creating a Worksheet
What's in the Excel window?

How do | enter labels?

How do | enter values?

How do | enter formulas?

How do | create complex formulas?
How do | use functions?

How do | use the AutoSum button?
Assessment

English-Chinese Key Terms

Chapter 13: Formatting a Worksheet

How do | add borders and background
colors?

How do | format worksheet data?

How do | use the Format Cells dialog box?
How do | adjust column and row size?
How do | center and align cell contents?
What happens when | copy and move cells?
When should | use absolute references?

How do | delete and insert rows and
columns?

Can | use styles?
How do | manage mulitiple worksheets?

Assessment
English-Chinese Key Terms

Chapter 14: Finalizing a Worksheet
Can | sort data in a worksheet?

How do | create a chart?

How do | modify a chart?

Can | add graphics to a worksheet?
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How do | check spelling in a worksheet?
How do | test my worksheet?

How do | control the page layout for a
worksheet?

How do | set margins?

How do | add headers and footers to a
worksheet?

How do | set up a multipage worksheet?
How do | print a worksheet?

How do | save a worksheet as a Web page?
What makes a good worksheet?
Assessment

English-Chinese Key Terms

Chapter 15: Creating a Presentation
What's in the PowerPoint window?

How do | create a presentation?

How do | add a slide?

How do | add a bulleted list?

How do | add a graphic?

How do | add a chart?

How do | add a table?

How do | work with multimedia elements
such as videos?

Can slides include Web links?
How do | view a slide show?
Assessment

English-Chinese Key Terms

Chapter 16: Finalizing a Presentation
How do | use the Normal view?

How do | use the Slide Sorter view?

How do | add transitions?

How do | format text on a slide?

How do | add animation effects to a
bulleted list?

212
213

214
215

216
217
218
219
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222

223
224
225
226
227
228
229
230

231
232
233
234
235

236
237
238
239
240

241

How do | check spelling in a presentation?
How do | work with speaker notes?

How do | print handouts?

How can | distribute my presentations?
Assessment

English-Chinese Key Terms

Section lll: Online Connections

Chapter 17: Networks
What is a network?

What are the components of a local
area network?

What are the roles of clients and servers
on a network?

How does the Internet work?

How do | connect my computer to the
Internet?

What are the advantages of networks?

How do networks facilitate communication
and collaboration?

How do | choose the right communication
tools?

Do networks have disadvantages?
Assessment
English-Chinese Key Terms

Chapter 18: Working with E-mail
What is e-mail?

How does local e-mail work?

How do | set up local e-mail?

How does Webmail work?

How do | get a Webmail account?
How do | write an e-mail message?

How do | read and reply to an e-mail
message?

242
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251
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254
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257
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262
263
265
266
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268
270
271
272
273
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How do | forward an e-mail message?
How do | use the address book?
How do | send e-mail attachments?

How do | view, save, and delete e-mail
attachments?

How do | manage my e-mail messages?
What other e-mail features come in handy?
Is e-mail safe?

How does netiquette apply to e-mail?
Assessment

English-Chinese Key Terms

Chapter 19: Browsing the Web
What is the Web?

What's on the Web?

Which browsers are most popular?
How do | start my browser?

How do | use a URL to go to a Web site?
How do | use links on a Web page?
How do the navigation buttons work?
How does the Favorites list work?
How does the History list work?

How do | find information on the Web?

276
277
278

279
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284
285
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287

288
289
290
291
292
293
294
295
296
297
298

Can | save Web pages, graphics,
and text?

How do | print a Web page?

How do | download and stream files
from the Web?

What should | do when | get an error
message?

Why do browsers block pop-ups and
ActiveX components?

Is the Web safe?
Assessment
English-Chinese Key Terms
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