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Auburn Girls’ High School


Operate Computing Packages 

Creating a MEMO 

Part 1

Use the following scenario to produce a memorandum.


Select an appropriate software package to produce a memorandum containing the details above, utilising the features of your chosen package to produce a professional-looking document.

Save your document, noting which folder and disk you have used to contain your file, including the filename and extension used. You should save your file every few minutes as you are working on it, to avoid data loss due to power failures, system crashes, application errors, etc.

Part 2

Explain why you selected the software package that you used for this task.

State where you saved your file and what you called it (computer, disk, folder, filename and extension)

Name and describe as many features as you can of the software that you utilised in part one.

Features that you should demonstrate you can use include:

      Cut/copy/paste

      Several fonts (name all fonts used)

      Page breaks

      Tables

      Margins

      Tab stops

      Spelling and Grammar checking

      Bullets

      A variety of alignments (Left, Right, Centred, Justified)

      ClipArt

      Templates and/or Wizards

      Any other features of your package that are appropriate to the task

Print Part 1 and Part 2 of this task (save them as separate files) and hand them in to your teacher during Week 1 of Term 2 2004

Resources for this task:

The Help Menu and/or Users Manual of your chosen software package.
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