
 

 

File Types Activity 
1. Open Microsoft Word 
2. Type your name at the top of the page 
3. Add the title: File Types Activity 
4. Press Enter twice 
 

Step 1: Copy the text below 
File types are importent when using a computer. There are many diffrent types of files that we use 
everyday. Some files are used for documants, images, music and videos. 
 
Here is a list of commen file types: 
pdf files are used for documants 
jpg files are used for picturs 
mp3 files are used for musc 
mp4 files are used for vidios 
 
Sometimes files do not open becuase of error messeges. This can happend if the wrong program 
is used. 

Step 2: Fix mistakes 
- Correct spelling mistakes 
- Correct capital letters 

Step 3: Format the list 
- Turn the list into bullet points 
- Change the colour of the bullet points 

Step 4: Insert an image 
- Insert a picture of file types or icons 

Step 5: Apply formatting 
- Change the title size 
- Centre the title 
- Make key words bold 



 

 

Step 6: Search task 
- Open the internet 
- Search: USB memory stick 
- Choose one product 

Step 7: Take a screenshot 
- Take a screenshot of the USB 
- Paste it into your document 

Step 8: Send your work 
- Save your document 
- Email it to your tutor 

 

 


