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Don’t look at me I don’t know what I’m doing!





Microsoft Word covering





File/New  - Open a new document


File/page set up  


Format/background & borders and shading


Insert/Text box & Format/Text box


Fonts and Insert/picture/WordArt


Edit text Cut, (Ctrl X) copy (ctrl C)�Paste (Ctrl V) and Undo (Ctrl Z)


Insert/picture/from file


Spell check (Tools/spelling and grammar)


Toolbars (right click)


Format/bullets and numbering


Insert/Table


File/Print (Ctrl P)


Help (F1)


Thesaurus (Shift F7)


File/Save (Ctrl S)








Exercise:


For those without emails : Email setup @ yahoo.com





For those with emails already:  Print from the web


�Go to the address �� HYPERLINK "http://www.cyber-pod.com/wordart.doc" ��www.cyber-pod.com/classes/wordart.doc�





File/print


print properties (portrait, A4, B/W)


print.





Open a blank document in word and copy the formatting exercise. Call it “exersize4” and save to your folder. Open your email and add this document as an attachment and email it to � HYPERLINK "mailto:paris@nimbinaustralia.com" ��paris@nimbinaustralia.com�


 




















Email set-up and Word Process & Print











Next Week





Save to a floppy.


Viruses, Trojans, worms, anti virus progams, updates, downloading and installing ‘fixes’. 





Bring a blank floppy disc
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Usefull web addresses (URL’s)


� HYPERLINK "http://www.learnthat.com/courses" ��www.learnthat.com/courses��


� HYPERLINK "http://www.usao.edu/~usao-helpguides/office/" ��www.usao.edu/~usao-helpguides/office/��


� HYPERLINK "http://www.baycongroup.com/wlesson0.htm" ��www.baycongroup.com/wlesson0.htm��




















Notes:




















