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Using Other Microsoft Word Features
Lesson 8

v

Microsoft Word contains many other tools that can make your
documents more interesting. One of the most fun is WordArt. It allows
you to use special effects for your text.

WordArt

1. Select the WordArt icon on the Drawing Toolbar.
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2. Select the style text
that you would like and
click the square.

WordArt Gallery

Select a Wordart skyle:
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3. A box will pop up for you to SaMaiaES =i

enter the desired text. f;t,;namack B |i m -] B 7]
Click on Your Text Here Text:

and type the words you

want, our Text Here

ok Cancel

4. Your typed words will show My @@ﬁ@[ﬁ]@@ @W@ﬂ@@@

up on the document.

6. You can edit it by using the WordArt Toolbar. You can change the
color and shape of the letters. You can make it go make it go up and
down on the page (vertical) or you can spin it around with the rotate
button. Try the different buttons and see what they do. Remember
you can always undo with the button on your standard toolbar!
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Rorsection & Using ScanDisk & Disk Defragmenter
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In Class 2, we discussed two useful System Tools that can help keep your computer
running smoothly and efficiently over time: ScanDisk and Disk Defragmenter.

You can use ScanDisk to check your hard disk or a floppy disk for logical and physical
errors. ScanDisk can then repair the damaged areas.

To run ScanDisk: 3. Point to Accessories
4./ Point to System Tools

Click on Disk| Defragmenter

f 4 Actessibility
@ Adobe b UE Corpmunications
@ Macromedia L Entartainment
@ Roxio Easy CD Creator 5 #
@ SmartFTP » Syskem Tools

&Y Adobe Tlustratar 10 Address Book @ Charactey Map
FL adabe ImageReady 7.0 =8 Calculatar 2 Disk Clea¥ip
. @ Adobe Photoshop 7.0 B command Prompk 3 agmenter
Mewy Office Document
Microsoft Excel Imaging Q Getting Started

=

LY Microsoft FrontPage @ Notepad Scheduled Tasks
) Microsoft Outlook %’ Paint ) System Information
tme o= ekl Microsoft Publisher @ Synchraonize
Microsoft Waord [E) windows Explorer
Programs ¥ @ waordPad

=

Open Office Document

@

2. Pointto
Programs ——»

2
j @Y bocumerts ,
@ Settings C
% % Search v
& & reb
§ Shut Down. ..
1. Open the Start —»Ii_rm | ] & | [ - Microsoft out...| yclass 11 | #Fjclasstib - Micro. .| B§toisk Defragmen...| #unt
Menu
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1. The disk Defragmenter — > I R 1ol

window opens | adion vow [| € » [ 85 | 2
2 Se|eCt the drlve that you olume | Session Stakus | File System | Zapacit | Free Spacel % Free Spacel
' . . EAUnmounted Yolume FaT 31 MB 24 MB T8 %
want to scan--in this (1) 19,028 MB 14,579 MB
option, the computM
hard drive (C:) is
selected.
3. Click on Defragment to
begln the pl’OCGSS Analysis display:

Defhagmentation display:

Analyze Defragment Pause Stop | ‘iew Repart: |

M Fragmented files M Contiguous Files [ System files [ Free space

Suggestions:

¢ Run athorough ScanDisk test once a month to help maintain
your hard drive.

e Use ScanDisk on a floppy disk any time that you encounter
problems opening a file from a floppy.
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Windows XP is not a perfect operating system--it will often cause your computer to
freeze for no apparent reason. You might be typing a letter, sending an Email, waiting
for a Web site to load, or closing a program when suddenly your mouse pointer freezes
and your computer stops responding to keyboard commands. What do you do now?

Option #1

1. First, try holding down 3 keys
together--the CTRL+ALT+DEL & windows Task Manager o =
keys_ File Cptions Wiew ‘Windows Help

2. The Close Program dialog box Applications | Processes | Petformance |
will open.

3. Alist of programs that are > i | Status |

iclass [Recovered) C E Wi Runnirg
@classll - Microsoft Word Runnirg
@classl 1b - Microsoft Waord Runnirg

currently running on your
computer will be displayed.

4. Select any program that says Not
Responding next to its name. In
this example, all of the programs
are running smoothly, so Not
Responding doesn't appear.

5. Click on End Task to close the
program that is not responding.

6. Ideally, your computer will be \
responding normally again now

that the problem program has
been closed. L
End Task | Switch To I Teww Task, ..

[Processes: 31 |CPU Usage: 4% [Mem Usage: 136740k | 631336K 4

Option #2

If the computer is no longer responding to keyboard commands (in other words,
pressing CTRL+ALT+DEL does nothing), press your computer's restart button located
near the power button on the front of the tower case. The computer should restart, but
you might lose any work that hasn't been saved.
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Option #3

Occasionally, none of the above will work--your computer will not respond to any
keyboard or mouse commands and it will not restart. At this point, your only option is to
power off your computer from the power button on the front of the tower.

If your computer seems to be acting up in general (for
example, running especially slowly), save all your work, close
up any open programs, and RESTART the computer from the
Shut Down dialog box in the Start Menu. When the
computer restarts, it will often right itself. If only car problems
could be fixed so easily!
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After using your computer for a while there will be a lot of files in your computer that you
don’t use/need. Disk cleanup will help you delete those files.

6. Pointto Accessories

7. Point to System Tools

8./ Click on Disk Cleanup

4 @ Accedsibility
@ Adobe 4 @ Commynications
4 @ Entertginment

@ Macromedia
@ Raoxio Easy CD Creator 5

@ SmartF TP E | s Backup
ﬂ Adobe Iustrator 10 Address Book Character Mag

@ Adobe ImageReady 7.0 Calculator g Cleanup

@ adobe Photoshop 7.0 B command Prompt - Disk Defragmenter

Mew Office Dacument

2. Pointto

Programs ——»

2. Openthe Start — > [dstart || 20 & <3

Menu

Open Office Document

Windaws Update

Programs
Documents
Settings
Search

Help

Microsoft Excel
Y Microsaft FrontPage
Microsoft Outlook

Microsoft Publisher

Microsoft Word

Imaging

@ Notepad

M paint

@ Synchronize

(3] windows Explorer
m WaordPad

J classl 1b - Micrasoft Ward | @untitled - Paint

Getting Started
Scheduled Tasks

Swskem Information
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Select Drive

Select the diive vou want to clean up.

Make sure C:
is selected.
Click OK:

Dirives:

1. Make sure to
check only the
options you want
to delete. The
most common
items checked
here are
Temporary
Internet Files and
Recycle Bin.

2. Click OK to beqN

Disk Cleanup for (C:)

@ Are wou sure wou wank ko delete Files @
—

g#% Disk Cleanup for {C:)
Dizk Cleanup | kore Options I

Y'ou can uze Dizk Cleanup to free up to 92,271 KB of dizk

g gpace on [C:].

Filez ta delete:

- Downloaded Program Files

é Temporary Internet Filez 4,691 KB

O A Recycle Bin 57,580 KE

O =] Temporary files 0 kKB

[FI'E3 Temporary Offline Files OKE ll
Tatal amount of digk zpace vou gain: 4 691 KB

— Description

Dowrloaded Program Files are Activel controlz and Jawva appletz
downloaded automatically fram the Intermet when pou view certain
pagez. They are temporarnily stored in the Downloaded Program
Filez folder on your hard disk.

Wiew Files |
~5

2l

o |

Cancel |

] A dialog box will pop up to
ask you if you want to

delete the files. Click Yes.
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Check Internet Temp Files
Lesson 9

Every website you visit in Internet Explorer will download data into the Internet Temp
Files folder on your hard drive—these files are called Internet temp files. Periodically,
you should check these files as a way to monitor the websites your children have been
visiting. Internet Explorer will also perform better if these files are deleted once per

month.

1. Open Internet Explorer.
2. Go to the menu and click on Tools and select Internet Qptions...

<} Welcome to MSN.com - Microsoft Internet Explorer

J File Edit ‘“iew Favarites

Tools  Help

J dmEack - = - @ 7% Mail and News

J address

Synchronize. ..

@ http: /e, msn, cor

Windows Update

3. The Internet Options window will open. Click on Settings

Internet Options x|

General |55curity I Cantent I Connections I PRogramms I Advanced I

—Haome page
I% ou can change which page ko use FDrXQur home page.

Address: ttp: 50, C0
IJse Current Use Default I |z Blank |
\

—Temporary Inkernet files \
<y Pages you view on the Internet are skored in a siecial Folder
& Y For quick viewing later,

DeleteEiIes...I Settings. .. |

— Hiskary

The History Folder contains links to pages vou've wisited, For
quick access to recently viewed pages,

Daws bo keep pages in hiskary; I Z0 3: Clear History |

Caolors. .. | Faonts... | Languages...l F\ccgssihility...l

oK I Cancel | Apply | Page 7
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4. The Settings window will open. Click on View Files

‘ Zheck For newer wersions of stored pgges:
"
@ £~ Ewery visit to the page

r Ewery kime wou start Internet Explorer

Current location:

— Temporary Inkernet Files Folder

2 x|

CDocuments and Settingsikempilocal
Settings! Temparafy Internek Files!

Amounk of disk space to use;

Maove Falder. .. |

594 = ME

Wiew Files, .. | Yiew Ohjects, .. |

o]

Cancel |

5. The Temporary Internet Files folder will open.

6. To delete Temporary Internet Files repeat step 1-2. When the Internet Options

box opens, click on Delete Files

Internet Dptions llil

eneral |Sec ity I Content I Connections | Programs | Advanced I

—Haome page
I% ou can dhange which page ko use For wour home page,
Address:

|z Blank

—Temporary Inkernet files \
<y Pages you view on the Inbgrnet are skored in a special Folder
& Y For quick viewing later,

Delete Files. .. I Settings. ..

— Hiskary

The History Folder contains links to pages vou've wisited, For
quick access to recently viewed pages,

Daws bo keep pages in hiskary; I Z0 3: Clear History |

Caolors. .. | Faonts...

| Languages. .. | F\ccgssihility...l

o]

Cancel | Appli
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7. The Delete Files window will pop up. Place a check mark next to
“Delete all offline content” and click OK.

lelete Files x|

A Delete all files in the Tempaorary Inbernet Files

You can also delete all wour offling content stored
locally.

Ik I Zancel
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