
TECHNOLOGY APPLICATIONS TERMINOLOGY 

SECOND GRADE 

Word 
Processing 

A type of software program used for text documents.  Microsoft Word is a 
word processing program. 

Document File created by the program. 

Edit The act of making changes or modifications to an existing work. 

Format/Style A general term relating to the overall appearance of the text in a document. 

Copy 
This is a process that copies information from the screen and places it into a 
temporary location in the computer called the clipboard.   

Cut 
This step deletes information from the screen depending on what information 
or image is selected.  This cut information is placed on the clipboard and can 
then be pasted into a new location. 

Paste 
Paste takes an image or information that was copied to the clipboard and 
places it into a new location.   

Delete Erases information, usually text, from a document. 

Server 
A computer, or software package, that provides a specific service for client 
software running on other computers. For example, a WWW server provides 
clients access to the web. 

Windows 
Toolbars 

A bar, usually near the top of a window, which displays buttons with icons to 
provide quick access to certain functions with in that program. 

Network 
The entire collection of computers connected to a server with patch cables or 
through a wireless access point. The network allows users to share information 
from one networked computer to another. 

My Computer 
A Windows icon that when opened, allows the user to access all storage areas 
associated with a particular computer.   

CD-ROM 
(Compact Disk Read Only Memory) CD-ROM readers can be attached to a 
computer and make available to it the large amounts of digitally encoded 
information stored on the round CD-ROM disks.  

Flash Drive 
A small, portable flash memory card that plugs into a computer’s USB port and 
functions as a portable hard drive. 

Graphics Pictures or images. 

Save-as 
Stores a file on a flash drive, hard drive, or network server, and allows the user 
to name the file. 
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