                                     Today’s Lesson Note

Exercise   (E)
MS Office Questions and Answers
1. List the different components of MS Office.

- Microsoft Word
- Microsoft Excel
- Microsoft PowerPoint
- Microsoft Outlook
- Microsoft Access
- Microsoft OneNote
- Microsoft Publisher

2. What is MS Word used for?

- MS Word is used for creating, editing, and formatting text documents.
- It is widely used for drafting letters, creating reports, designing resumes, and making flyers or newsletters.
- It also includes tools for inserting images, tables, and hyperlinks.

3. Write down the steps for adding transitions to a slide.

1. Open your PowerPoint presentation.
2. Select the slide to which you want to add a transition.
3. Go to the "Transitions" tab on the ribbon.
4. Choose a transition effect from the available options.
5. Adjust transition settings (e.g., duration, sound) if needed.
6. Click "Apply to All" to apply the transition to all slides, or leave it as is for just one slide.

4. Explain any three important features of MS Excel.

- Data Organization: MS Excel allows users to organize data into rows and columns, making it easier to analyze and manage information.
- Formulas and Functions: Excel supports complex calculations and built-in functions such as SUM, AVERAGE, VLOOKUP, and more.
- Charts and Graphs: Users can create visual representations of data through various types of charts, including bar graphs, pie charts, and line graphs.

5. List the components that are common in the windows of all the applications of MS Office.

- Ribbon with tabs (e.g., Home, Insert, View)
- Quick Access Toolbar
- Title Bar
- File Menu
- Status Bar
- Navigation Pane
                 
             GRADE (5)                             HOME WORK  
1, Write and explain the use of all the component of MS Office listed below……. Noted Read your textbook.
Give all answers in your notebook.

- Microsoft Word
- Microsoft Excel
- Microsoft PowerPoint
- Microsoft Outlook
- Microsoft Access
- Microsoft OneNote
- Microsoft Publisher


