Which Office 2000 program is the best choice for creating a To Do list for yourself?
That's right. While lists can be made in other applications, Outlook is the best choice for creating a personal To Do list, since it organizes the details of your activities.

Which Office 2000 program is the best choice for creating a memo?

That's right. Excel and Access organize data, and PowerPoint is most useful for creating presentations.

Press Alt+F4. This is the shortcut key equivalent of the Exit command on the File menu. 

	
	Describe the different features on a typical Office 2000 menu
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	Enable and disable the personalized menu system
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	Describe a toolbar and its functionality
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	Move the location of a toolbar
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	Obtain additional information about toolbar buttons and dialog box options
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	Describe a shortcut menu, how it is accessed, and how to use it


Usage data is the information about which menu commands you have used. Each time you choose a menu command, Word notes that fact, and that command appears in the first set of commands on a menu when it opens. If you reset the usage data, the list of initially displayed commands will go back to the default "factory settings."

	
	The General tab contains icons for Blank Presentation and the AutoContent Wizard. 
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	The Design Templates tab contains templates that contain formatting and color schemes on which you may want to base your new presentation. 
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	The Presentations tab contains templates that are like the design templates but which also contain sample text.


