Computer class –

Getting Started:
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Turn on computer – 
Log in – and password 
Security screen
Desktop page
Icons… on left of Desktop page
Start key at lower left



Lesson I – creating a document

Topic A –Highlighting Text – go to Start, Programs, Microsoft Office, Word and click.

Open disk to Lesson One
To make any changes to text it must be highlighted first. To highlight or select here are some options.
The most common way of highlighting is to select the text by dragging the mouse over the desired text while holding the left mouse button down. Here are some other ways:
1- To highlight one word – double click within that word OR
2- To highlight a sentence – hold the control (ctrl) key down and click in the sentence OR
3- To highlight a paragraph – triple click within the paragraph OR
4- To highlight a line of text – move the pointed to the left margin and click when you see the right-pointing arrow OR
5- To highlight an entire page, hold the control (ctrl) key down and type A OR
6- Go to Editing ( on the Home tab, far right)… Select all…and click OR
7- Hold down the SHIFT key on the keyboard while using the arrow buttons to highlight the text. OR
8- Move the cursor in front of the first letter or word to be highlighted and click, hold the shift key down and move the cursor to the end of the chosen text.
 For the future: Non contiguous text – Drag the mouse to select the first block. Hold down the control key and drag the mouse to select the second block. 
Now try each of the above on the Lesson One.
 Make two paragraphs – click before the phrase “Moving the cursor…”
Tab the first paragraph to indent – click in front of your new paragraph and press the TAB key.
Find the undo icon on the tool bar – it is your friend, it is very important, learn it well. 
Go to the office button and click on close – do not save changes 
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