ComputersApplications

Word Processing

'I'n
i

Microsoft
Word 2010




Word Processing

. Create — edit — save — print document

. Create

Single and multiple-page documents
Title page — Contents — Body — Reference

. Edit
Decide margins — header/footer — page numbers
Center title — align text — line spacing — page break

Format bulleted/numbered lists — use Spell check

. Save

Flash drive — hard drive — cloud service
Word.docx — PDF file — plain text
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Online Curriculum

Webclass.org

2 Why onl douts

Education a raining via the internet are growing rapidly. Easy
accessibility home or school makes Internet handouts a viable
alternative to hardcopy handouts. These PDF handouts can be accessed any
time and from anywhere using any type of Internet connection.

The Adobe PDF format is used for all online
handouts, permitting fast download time plus
accessibility on both Windows and MAC
platforms when using Adobe Reader. Many
portable media devices also permit PDF

Online

Handouts
downloads, especially the Apple iPad. Ve

k) Webclass provides

1. Workshop handouts available anytime, anywhere using any
mobile device permitting PDF downloads.

web-based handouts and resources

Homel ComputarAppsI Keyboarding iPad Basics Digital Storyteling Podcasting Webinars @

Comic Life
Download within EPISD
Download from Plasq

Diacritical Marks
EasyTech

Eduphoria login
Quick Start
Teacher Guide

Excel 2007

iPad Apps by Content Area
Language Arts

Math

Science

Social Studies

Special Learning Needs

iPad Basics
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Online Curriculum

Computer Ap ps Word Processing - Presentation - Spreadsheet

Computer Apps Keyboarding Keyboarding Overview  Submit homework Tech App TEKS Webclass

® Computer Applications Microsoft Word
N . . . , Grade 6
Computer application software is emphasized during six weeks 3-5
focusing on production skills. The big 3 computer application software Grade 7
packages are word processing, presentation, and spreadsheet. Grade 8
Microsaft Office 2013 is used for learning production skills in Word, Microsoft PowerPoint

PowerPoint, and Excel. Google Docs is accessed during six weeks 6 for

. . ; . . Grade 6
an online collaborative experience in word processing and spreadsheet.

Grade 7

Word Processing Grade 8

These basic skills are learned/reviewed each year for Microsoft Word:
- Open, create, and save a document using flash or HD drive

- Select, change, and set margins including headers and footers Grade 6
- Format/edit text in terms of font size, type, color plus Spell Check

Microsoft Excel

- Share document with class using Micresefr OneDrive and Google Drive S
Grade 8
Presentation
These skills are learned/reviewed each year for Microsoft PowerPoint: Google Docs
- Open, create, and save a 3-slide presentation using flash or HD drive Document
- Select and change text box size using original or template design i
. . . Presentation
- Format/edit text in terms of font size, type, and color
- Share presentation with class using Micresoft OneDrive or Google Drive Spreadsheet

Mr. Nelson — Computer Applications and Keyboarding — http://webclass.org 4
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Online Handouts

Computer Ap ps Word Processing - Presentation - Spreadsheet

Computer Apps Keyboarding Keyboarding Overview  Submit homework Tech App TEKS Webclass

® Computer Applications

Computer application software is emphasized during six weeks 3-5
focusing on production skills. The big 3 computer application software
packages are word processing, presentation, and spreadsheet.

Micresaft Office 2013 is used for learning production skills in Word,
PowerPoint, and Excel. Google Docs is accessed during six weeks 6 for
an online collaborative experience in word processing and spreadsheet.

Word Processing
These basic skills are learned/reviewed each year for Microsoft Word:-
- Open, create, and save a document using flash or HD drive

- Select, change, and set margins including headers and footers

- Format/edit text in terms of font size, type, color plus Spell Check

- Share document with class using Micresefr OneDrive and Google Drive

Presentation

These skills are learned/reviewed each year for Microsoft PowerPoint:

- Open, create, and save a 3-slide presentation using flash or HD drive
- Select and change text box size using original or template design

- Format/edit text in terms of font size, type, and color

- Share presentation with class using Micreseft OneDrive or Google Drive

Microsoft Word
Grade 6

Grade 7
Grade 8

Microsoft PowerPoint
Grade 6

Grade 7
Grade 8

Microsoft Excel
Grade 6
Grade 7
Grade 8

Google Docs
Document
Presentation

Spreadsheet
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ComputersApplications

Word Processing




Open Word

. Start Menu — select Microsoft Word

. 3 \
@' dJdEd BB Ev =% |~ Documentl - Microsoft Word =@ %= |
Home Insert Page Layout References Mailings Review View [ @l
= ' Verdana 1l A4 Aar B ==Ltz EEE 4] |9 ;% 4 Find -
= ZAR=RECAGEAR 2 AaBbCcl | AaBbCcl AaBbCi 3 peplace
~ac
Paste = 2 L. AL EEE=E Y= A T i inG — Change
N ¥ B 7 U ~-as %, % ey == == | (S THormal |7 Mo Spaci.. Headingl |— Styies~ | [ Select -
Clipboard Font Paragraph Styles Editing
1 Ry IEEEEEEEEEEE e e o 0 7 =
: A . . : : : . : . : : 4 | ]
Y
w
£
. o
. | ¥
Page:1ofl | Words:0 | |[BEHERZE = 100% (— [ +
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@| A= ™ | xg' il ' |+ Documentl - Microsoft Word

Home Insert Page Layout References Mailings Review View

34 Find -

2. Replace

- - T H = v M T A r_]
Verdana 1 A a B =TT EE AaBbCcl| AaBbCcl AaBbCi %

T 3 i i — Change
B 7 U ~-as %, % ey e T Mormal | T Mo Spaci Heading1l |— Styies~ | [ Select -

B
.
:>_
=L

1. Tabs
é 2. Groups
3. Commands

™

“ O » 4

]
&
&l
il
Il
®
-
+

Page:1ofl | Words:0 |
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chk Access Toolbar

i e
....... —_ S e - J%
| 1. Customized shortcuts to your
. frequently-used commands
2. Optional toolbar — not needed
3. Home tab can be used instead | .
Page: 101 | Words:0 | EeEE == 100m (o) y—
N 9
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= b= - 5 | = Documentl - Microsoft Word = | [9] 2 |

T R e
.......
| 1 Tabs are activity areas
| 2. Most used commands at left
to Increase production - Home
3. Least used toward right :

http://webclass.org 10
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Commands

)
<l
-
:>_
v [E

. 1. Box or menu displayed

2. Most used commands at left

| |2 Least used commands at right
2. Home tab commands used 98%

w dq

Page:1of1 | Words: 0 | [BlBRE 2 = 100% (=) [} (+)
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QUICKSACCESS
jioolbar:




Open Word

. Start Menu — select Microsoft Word

. 3 \
@' dJdEd BB Ev =% |~ Documentl - Microsoft Word =@ %= |
Home Insert Page Layout References Mailings Review View [ @l
= ' Verdana 1l A4 Aar B ==Ltz EEE 4] |9 ;% 4 Find -
= ZAR=RECAGEAR 2 AaBbCcl | AaBbCcl AaBbCi 3 peplace
~ac
Paste = 2 L. AL EEE=E Y= A T i inG — Change
N ¥ B 7 U ~-as %, % ey == == | (S THormal |7 Mo Spaci.. Headingl |— Styies~ | [ Select -
Clipboard Font Paragraph Styles Editing
1 Ry IEEEEEEEEEEE e e o 0 7 =
: A . . : : : . : . : : 4 | ]
Y
w
£
. o
. | ¥
Page:1ofl | Words:0 | |[BEHERZE = 100% (— [ +
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Quick Access Toolbar

Documentl - Microsoft Word

WA

Left-click on

Insert Page Layout References Mailings Review View

Customize Quick Access Toolbar

small arrow Y| Cpen Select these
. 5 commands

Chuick Print

Print Preview
Spelling & Grammar
Undo

Redo

Craw Table

More Commands...

Show Below the Ribbon
Minimize the Ribbon

http://webclass.org 14
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Quick Access Toolbar

Documentl - Microsoft Word

Home Insert Page Layout References Mailings Review View

Customize Quick Access Toolbar

lEI Mew

|E| Jpen

T S5ave
E-mail
Cuick Print

|i| Print Preview
v | Spelling & Grammar

Undao
Redao

Draw Table

B More Commands

Minimize the Ribbon

http://webclass.org 15



http://webclass.org/

Quick Access Toolbar

@' o d & £§v i <~ 4 Io' :- Documentl - Microsoft Word
Home Insert Page Layout ferences Mailings Review View

Choose commands from: (i)

Popular Commands W

Popular Commands
Commands Mot in the Ribbon

Macros

Use pull-down menu
Select All Commands

http://webclass.org 16
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Quick Access Toolbar

Word Options |M|

G I - i
enera Customize the Quick Access Toolbar.

Displa
Choose commands from: (i Customize Quick Access Toolbar: G

Proofi All Commands El For all documents [default) El
Sawve

Language <Separator= ; 1 Mew
11 [E ES Open
Advanced & 1003 Ed Close
) ) 16:10 E save
Customize Ribbon 16:9 Save As
Quick Access Toolbar ] 23 15 Line and Paragraph Spacing 3
312 _‘_,J Margins L3
HEITATE 3:4 ?’ Spelling & Grammar
Trust Center 3:5 & Print Preview and Print
& 3D Color
(2] 3-D Effects
3-D Effects "
s 3-D On/Off
==l 3-D Picture Rotation << Remove 7
[} 3-D Rotation...
[} 3-D Rotation 3
A\ 3-D Text Rotation 3 Id .I:
See next slide for
4:5
ds to add
o commanas 1o a
w0 5-Point Star
About | |
(i  Accent 2 Modify...
i Customizations: i
|:| Show Quick Access Toolbar below the
Ribbon

Cancel ]
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Quick Access Toolbar

WD EGddRIE DT A Documentl - Microsoft Word
TR Ll o
New | Add>> |

Open Close

Save Save As

Print Preview  Line spacing
Spelling Margins

Print — File Print

http://webclass.org 18
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Open Word

. Start Menu — select Microsoft Word

. 3 \
@' dJdEd BB Ev =% |~ Documentl - Microsoft Word =@ %= |
Home Insert Page Layout References Mailings Review View [ @l
= ' Verdana 1l A4 Aar B ==Ltz EEE 4] |9 ;% 4 Find -
= ZAR=RECAGEAR 2 AaBbCcl | AaBbCcl AaBbCi 3 peplace
~ac
Paste = 2 L. AL EEE=E Y= A T i inG — Change
N ¥ B 7 U ~-as %, % ey == == | (S THormal |7 Mo Spaci.. Headingl |— Styies~ | [ Select -
Clipboard Font Paragraph Styles Editing
1 Ry IEEEEEEEEEEE e e o 0 7 =
: A . . : : : . : . : : 4 | ]
Y
w
£
. o
. | ¥
Page:1ofl | Words:0 | |[BEHERZE = 100% (— [ +
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New Document

IE D HE ié' =% |~ Docurnentl - Microsoft Ward =@ = |
Home Insert Page Layout References Mailings Review View [ @
= s T e e i iE . FAFind -
= Verdona 11 - A A % =-S5 FE LS aappecl| AsBbCA AaBbC %ﬂg & Repiace
Pa;ste # B 7 U - ae % x° - 3y . A-IEEE=E IE' My - . TMormal | 1Mo Spaci.. Headingl |- Em;ﬂf ,-;cSelect'

Clipboard Font Paragraph Styles Editing
A R W BN R RN R R W EEENEERY N 7
Begin typing at the paragraph symbol. Text will wrap-around at

: the end of each line. Use the enter key only between
| paragraphs.
: Welcome to St. Marks' School web site, a useful tool for parents,
students, faculty and visitors. Here you can find out if there are
? any delays because of inclement weather. You can check out
° today's school lunch menu. Or find out if your child's Science
teacher has an exam scheduled for tomorrow! E
a
I;age:lofl | Words: 0 | [|BlEE B = = 100% — [} +
http://webclass.org 21
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Open Previous Document

MO SOARE LY Microsoft Word = | = EE_]
Home Insert Page Layout References Mailings Review View 9
- Recent Documents Recent Places
W Computer Equipment Quote Comparison - DEL... = My Documents
[ Open W ] C:\St. Marks School ¢ (7 C\My Documents a
| @ Medicines and Doctors @ = OrjeDri*.r; _ _ =
Ch\My DocumentshDoctor visits " Ch\Users\Larn\OneDrive

Proposed MNetwork Configuration = 5t Marks School -
= E\lLarn/\St. Marks School

I:I TSt Marks School
S ChMy DocumentshArticles\Social Networks

= > Tablets
= CiA\My Documents\Articles\Tablets

~  BYOD B
=  C\My Documents\Articles\BYOD
Help
33 options File > Open > select Recent Document
4 Exit
P

| Quickly access this number of Recent Documents: L_:": Recover Unsaved Documents
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Open Previous Document

Documentl - Microsoft Word

gome Insert Page Layout References Mailings Review View

= 1 v A W Aee B == .z, aEsE AL [T , AFind~
Verdana oA A A EECSE EE T paBbed | AaBbCd AaBbCi %

3 Replace

- | by o TMormal |1 Mo Spaci.. Headingl  — Change

Click Open folder icon on N e vt G s
Quick Access Toolbar |+ + + + —+ &+ =

=L

“ O » 4

Page:1of1 | Words:0 | IE&JE = E 100% -jEj- [ ':j'E:'
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ComputersAppli: \“LJJJ}:)

EdittDocument:




Open Word

. Start Menu — select Microsoft Word

. 3 \
@' dJdEd BB Ev =% |~ Documentl - Microsoft Word =@ %= |
Home Insert Page Layout References Mailings Review View [ @l
= ' Verdana 1l A4 Aar B ==Ltz EEE 4] |9 ;% 4 Find -
= ZAR=RECAGEAR 2 AaBbCcl | AaBbCcl AaBbCi 3 peplace
~ac
Paste = 2 L. AL EEE=E Y= A T i inG — Change
N ¥ B 7 U ~-as %, % ey == == | (S THormal |7 Mo Spaci.. Headingl |— Styies~ | [ Select -
Clipboard Font Paragraph Styles Editing
1 Ry IEEEEEEEEEEE e e o 0 7 =
: A . . : : : . : . : : 4 | ]
Y
w
£
. o
. | ¥
Page:1ofl | Words:0 | |[BEHERZE = 100% (— [ +
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Align Text Left

| =™ Ev =% |~ Documentl - Microsoft Word == EZ_J
Home Insert Page Layout References Mailings Review View [ g
= . P =l | 3 Find ~
] - - M - | [l == A %
5 Verdana - AN A =% 21 9] | aaBbCcl| AaBbCC AaBbCi 3 peplace
1 etz o]
Paste - 2 - abp . r= - D0 i i Change
N \; B 7 U ~-as %, % b2 & = iy e TMNormal |7 Mo Spaci.. Headingl |_ Stylesg* s Select -
Clipboard ra Font Styles ¥ Editing
SRR, SR R NI RN R R NN S SR BN SN, i S
F
|
w
£
™ O
) £
Page:1 of1 | Words: 0 = = 100% (=) {+)
| | IEEEE U
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Alignh Text Center

i $§v i & EH- = Documentl - Microsoft Word == SS_J
Home Insert Page Layout References Mailings Review View (] 9
- . Loar o . | @@ == Al e _
Calibri (Body) = 11~ A A" | Aa” | 5 FEE | 2d [T | aabcene| AaBbcede AaBbCi | % #
B 7 U ~abe x, X - 3P . &v $§* My - 33 TMormal | T Mo Spaci. Headingl |- Egﬁmge Edi.t'ing
a5~
Font Styles
RN S SN M A KRN R RN SRR SNSRI SR, SO A
Fs
center align

v
- +
o
- ¥
Page:1ofl | Words:0 | <5 | [EleEs == 100k (- ¥ (#)
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Align Text Right

=™ | $§v M~ % & H~ = Documentl - Microsoft Word == 23 |

Home Insert Page Layout References Mailings Review View &

. - - -—_ 1— 11— i
5 _' Calibri(Body) ~ 11~ A A7 | Aav B = -i= .= @mE 4| [q) AaBbCcDc | AaBbCcDe AaBbCi  _ %
Paste f B 7 U ~ahe x, X° -7 A MR THNormal |7 No Spaci.. Headingl |- I‘S:?;lmge EdiEing
o esw
Clipboa... Font ‘ garagraph : Styles
1'5'1" SN SR SO SN N Y RN S
] Y
- 1" -
. Also called
: right align or
right justify
w
- E3
5]
. ¥
Page:1of1 | Words:0 | <5 | (Bl s = = 100% () L) (+)
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Align Text Justified

= O = B $§v - & & H~ = St Marks webpage text - Microsoft Word = | 5] 2|

Home Insert Page Layout References Mailings Review View & @
=) 5, |[Verdana AN AaBbCcDc | AaBbCcDe AaBbCi | % &
Paste B 7 U -~ abe x, X° TMormal |7 Mo Spaci.. Headingl |— Change Editing
- ¢ 4 T Styles T -

Clipboa... Font Styles
i | 5 :].' | | & I [
1 FY
- Also called justify
: st. Mark's school - Margins — even left [
) Welcome to 5t 1 I rents, students, faculty
B and visitors. He and rlght marglns s because of inclement
weather. You can check out today's school lunch menu. Or find out if you child’s
Science teacher has an exam scheduled for tomorrow! Log in now and be sure to
- use us as a bookmark.
B Time on the St. Mark's campus passes quickly because there's always too much to
learn! Excellentacademics are what we are best known for. Our standardized test
. scores are in the 90th percentile nationally. But even more, our dedication to
“_" providing students with an atmosphere of caring faculty and staff allows them to
achieve their full academic, spiritual, moral and physical potential. i
- x
St. Mark's is simply the best in private education in El Paso! o
¥
Page:1 of1 | Words: 148 | <35 | [BElg R =2 = 100% (=) [} +

http://webclass.org 29



http://webclass.org/

Font Type

WoESd R = 02 Documentl - Microsoft Word == = |
Home Insert Page Layout References Mailings Review View e
= G [r— AN A BliE-i=Ee = () aBbCcl | AaBbCcl Aa i e
_j - U - abe x, X - ANSEIE=EE=E S Mo ’::‘]NBOE’mill fNoBS?::;i..l. I:Eaf:r?gcl ; g%e Lt ::Izljtce

Fonttype | '''' R AN SN Y SN RS TN e,
1 Select font type before typing OR [
2 Highlight text — then select font type
1 1 3 Example:
: Welcome to St Marks Middle School website.
You will find this website a useful tool for parents, 1
students, faculty, and visitors. .
Page: 1 of 1 | Words:0 | ([ElER =z = 100% (=) y] (¥) -
Best choices are Arial — Calibri— Verdana

Default — Calibri
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Font Size

W ilESoa - = = Documentl - Microsoft Word = X
Home Insert Page Layout References Mailings Review View [ a
=& - - A AT . EwN iz t= LT, IEEE A % e
_j . Verdana 11 A A Aa o = = e == = g.l T AaBbCcl | AaBbCc AaBbCi } 3 Replace
= +ac

Paste aby . =El=== t=- - . i i Change
s ¥ by & EEEE | Z e R THormal |7 MoSpaci.. Headingl — Stylesg' [y Select~
Clipboard = i Paragraph Fl Styles ] Editing
..... I e —

- ﬂ Font size i
| 1 Select font size before typing OR
- Highlight text — then select font size

- Example:

Welcome to St. Marks Middle School website.
You will find this website a useful tool for parents,
students, faculty, and visitors.

Page:1of1 | Words:0 | |E]@‘:| B = 100% (- L}

Best choices are sizes 10-11-12
Default — Calibri 12 pt

L m___ [

Mo

el

™

“ O w4

(+)
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Font Colo

W ilESoa - = = Documentl - Microsoft Word = 22 |
Home Insert Page Layout References Mailings Review View [ a
= - - A A - IZL =Lt EEEE 4 % e
_j . Verdana 11 A A Aa , = = e == = g.l T AaBbCcl | AaBbCc AaBbCi } 3 Replace
= +ac

Paste - 2 - 3br . =El=== t=- - . i i Change
. \; B 7 U abe X, X g ey = EERIE £y b TMormal |7 Mo Spaci.. Headingl |- Stylesg' [s Select -
Clipboard = Font Paragraph Fl Styles ] Editing
foooJoouc R """" L DR IR N N 6 - S|
[ T T T T T T

Font color | |

Bl

L m___ [

1 Select font color before typing OR
_ > Highlight text — then select font color
1 3 Example:

Welcome to St. Marks Middle School website.
You will find this website a useful tool for parents,
students, faculty, and visitors.

Page:1of1 | Words:0 | |E]ﬁ‘;| B = 100% (- [} {+)

Best choices are black — gray
Default — Calibri 12 pt Black

“ O w4

™
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Line - Paragraph Spacmg

s HE = O 4 8- |- 5t Marks webpage text - Microsoft Word == 2
Home Insert Page Layout References Mailings Review View &3 @
Verdana MM WA R AaBbCcDc | AaBbCeDc AaBbCi %ﬁh 5
B 7 U ~ae x, X° - 37 . &* =E = == THormal | TMNo Spaci.. Headingl |_ E{"‘El‘”g‘-' Edi'iing
- yles +
Clipboa Font Paragraph Styles
' o S R WS 1.0 7| [
v | 115
= St. Mark's School
. A Place for Learning and Discovery 1.5 A
_ Welcome to St. Mark's School web s
and visitors. Here you can find out 2.0
N weather. You can check out today’
Science teacher has an exam schec 2.5
use us as a bookmark.
3.0
Time on the St. Mark's campus pass :
N learn! Excellent academics are wha - : :
. scores are in the 90th percentile Line Spa(mg OptIOF\S...
- providing students with an atmosph "
i achieve their full academic, spiritual| == Add Space Before Paragraph
s is i in orival = v
- St. Mark's is simply the best in priva -3 Remove Space ﬁfter paragraph -
Q
N ¥
Page:1 of 1 | Words: 144 | 6 | |2 EE E = 100% — [} -!-
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Margins

St Marks webpage text - Microsoft Word = | B 23 |

MOQSEHRIE LT 3

Home Insert Page Layout

Mailings Review View [ e

n' 'y Orientation ~ Pé Break A Watermark = Indent Spacing x] Bring Forwarc = Align -
' IjSize' ¥ Line Numbers ~ | 3] Page Color - : s t: Opt s & Send Backward - L] Group
Themes Margins __ a- . o = " ap . .
- ' == Columns ~ e Hyphenation - Q] Page Borders « a=|l10pt - Text L_'LQ Selection Pane i Rotate
I T Last Custom Setting i Paragraph a Arrange
| | Top: 1 g Bottom: 1" _ = -
| Left: i b Right: 17 ;:?:?:?2"?
==k a
i I Normal [l
[ | Top: 17 Bottom: 1"
_ | | Left: 1 Right: 1"
)
Narmrow =
- Top: 0.5" Bottom: 0.5 i _
- Left: 0.5 right: 0.5" Isite, a useful tool for parents, students, faculty
t if there are any delays because of inclement
- I I Moderate s . . o
N Top: 1 Bottom: 1" s school lunch menu.Or find out if you child’s
- sl ot 075 Right: 0.75" dyled for tomorrow!Log in now and be sure to
: - Wide
o Top: 1 Bottom: 17
ki) Lt 2 Right: 2" ‘ez quickly because there's always too much to
N R oo t we are best known for,Qur standardized test
; 1 Toe: 1" Bottom: 1 |nationally. But even more, our dedication to
Insicde: 1.257 Outsice: 17 .
: here of caring faculty and staff allows them to
- Office 2003 Default |, moral and physical potential.
Top: 1 g Bottom: 17
Left: 1.25" Right: 1.25" . .
- ite education in El Paso! d
E
Custom Margins... o
¥
Page:1of1 | Words: 144 | <8 | [BElemm z = w00% (=) [} (+)
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Page Numbers

TR N=1) Bi=-0O-9 4 8 = St Marks webpage text - Microsoft Word

Insert Page Layout References Mailings Review View

j ul jﬁ :jl 25 n 'M_l 9 Hyperlink :'=_ ﬁ ﬁ A 2| Quick Parts - [32% Signature Line -

] Cover Page

_] Blank Page A& Bookmark &‘.N"nrdhrt - jE)Date & Time
= Table Picture Clip Shapes SmartArt Chart Screenshot Header Footer Page Text —
b= Page Break - Art - - "# Cross-reference - =  Number+ Box+® == kg Object ~
Pages Tables Mustrations Links Header & Foo Text
R- I S B R B I BN N N OO A
[ T T T T T T T T T T

- St. Mark's School .
: A Place for Learning and . TOp Of page (Upper rlght Corner)

: Hecome o Saersq . Bottom of page (lower right corner)

and visitors. Here you ¢
weather. You can chec
Science teacher has an exam scheduled for tomorrow!Log in now and be sure to
use us as a bookmark.

Time on the 5t. Mark's campus passes quickly because there's always too much to
learn! Excellent academics are what we are best known for.Qur standardized test
scores are in the 90th percentile nationally. But even more, our dedication to
providing students with an atmosphere of caring faculty and staff allows them to
achieve their full academic, spiritual, moral and physical potential.

5t. Mark's is simply the best in private education in El Paso!

Page:1ofl | Words: 144 | 8 | [El@mE = = 100% (=)
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Show - Hide Option

=& s

W/ | S HE = -9 = Documentl - Microsoft Word
Home Insert Page Layout References Mailings Review View & @
I ' - . AT - mLo: = LT, dEEE A % 3 Find ~
Verdana 11 A A Aa & | : e T == 4T AaBbCcl| AaBbCc AaBbCi _ & pepiace
+ac

Paste B 7 U -abe x, x* LA AL EE == s &g TMormal |7 Mo Spaci.. Headingl |— Change
- 7 = : — 7| Styles~ | kg Select~

Styles Editing

4

Clipboard Font Paragraph

e

<l
:>_
b &SN

Sl L e e e T e e

Begin-typing-at-the-paragraph-symbol.Text-will-wrap-around-at:
: the-end-of-each-line.--Use-the-enter-key-only-between-
n paragraphs.--Turn-on-Show-Hide-optionfor-help-with-formatting.q

Welcome-to-St.-Marks'-School-web-site,-a-useful-tool-for-parents,-
students, faculty-and-visitors.-Here-you-can-find-out-if-there-are-
any-delays-because-of-inclement-weather.--You-can-check-out-
today's-school-lunch-menu.--Or-find-out-if-your-child's-Science-
teacher-has-an-exam-scheduled-for-tomorrow!"

“ O w4

: |
Pageilofl | Words0 | |EBER =z = 100% (=) [} (+)

Notice the symbol - between each word and - - following a period at
the end of a sentence. Each - represents pressing the space bar.
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Spell Check

WO E o =Y A E = 5t Marks webpage text - Micgesoft Word = [ E EE_]
Home Insert Page Layout References Mailings Review Al a
w ==} a% ﬁ = ] i) Delete =b 24 Final: Show NWfkup @ 42 Reject ~ j |E
& < # Previous = =] Show Markup - == A3 Previous
Spelling & Translate Language Mew Track o Accept Compare Restrict
Grammar :ﬂ'g - - Comment = Mext Changes = IB] Reviewing Pane - - %) Next - Editing
Language Comments Tracking Changes Caompare Protect
' & ; : ; : ; : ; . ; . ; : A
s
Spelling and Grammar: English (U.5.) | ? & |
St. Mark's Schﬂﬂll Mot in Dictionary:
A Place for Learning an ; =
Excellent academics are what we are - Ignore Once

Welcome to 5t. Mark's
and visitors. Here you
weather. You can che
Science teacher has a

best known for.Our standardized test
scores are in the 90th percentile
nationally.

Ignore All

Add to Dictionary

Suggestions:
use us as 2 bookmark -
Time on the St. Mark's
N learn! Excellent acadey
: scores are in the 90t i
. providing students wit
- achieve their full acadq | [¥] Check grammar E
H
3 St. Mark's is simply thg Options. . d
R ¥
Page:10f1 | Words:146 | &5 | [ElEs == 100% (o v (¥)
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MDEEDHBEIEH-V e 3
Home Insert Page Layout
N SuE EE

St Marks webpage text - Microsoft Word

|=

References Mailings Review View

Tab Stops

® |

&

3 gy |LVCrdana MEEME WA SR A =E (9] | aaBbcepe | Asebcede AaBbC: i %
Paste H; B 7 U ~abe x, X -Ww-A- =EEEEE S fNormal |17 MoSpaci.. Headingl _ Change Editing
~ Styles = T
Clipboa... = Font ) Paragraph Styles
151 z e L : ; Y. SR
N - =
: Tab stops preset
_ 5-space for every 5 spaces
paragraph by default
indention
l';‘age:lnfl [ Words: 146 | <& | |E‘EEI Bz = 100% (- L} (+)
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Tab Stops

@' JdE R $§v - & 4 8- = 5t Marks webpage text - Microsoft Word N
Home Insert Page Layout References Mailings Review View ] @
= ] - - AN T Lol iz iz LT, FEEE A b
=) Verdans L~ A A [ Aar [ == = 2} 9] | aagbceDe | AaBbcede AaBbC: i "% #
Paste B 7 U ~ahe x, X° WA EEEEE SE- TNormal | T NoSpaci.. Headingl _ Change Editing
- ¢ 4 - T | Styles ~
Clipboa... * Paragraph Styl
...... B I B TR TR R SN EEE TSR EEET TRy $0
= ' ' =

/-space
paragraph

On Ruler line:

- Left-click at desired location
for tab stop

- “L” will appear indicating a

iIndention tab stop
- Press Tab key — cursor will
stop at tab for typing data :
l':‘age:lnfl | words: 146 | <8 | [Elgm =2 = 100% (=) [ (+) -
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View - Print Layout
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Fage:1 of 1 | Words: 144 | {0 |

S5t Marks webpage text - Microsoft Vigrd
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References
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Home

| Default H

Document Views

Insert Page Layout Mailings Review View

Ruler [ |
[ Gridlines
I:| Mavigation Pane

Mew Window [ 1] View Side by Side

E Arrange All
=] split

¢ | one Page

|J_j]Two Pages
100%
=] Page Width

Zoom

Zoom

Show Window

Windows ~ =

=R

X

==}

Switch

==l
=2

Macros

Macros

R S S BN SN N W BN SRR B S MR S,

|

St. Mark's School
A Place for Learning and Discovery

Welcome to St. Mark's School web site, a useful tool for parents, students, faculty
and visitors. Here you can find out if there are any delays because of inclement
weather. You can check out today's school lunch menu.Qr find out if you child's
Science teacher has an exam scheduled for tomorrow!lLog in now and be sure to
use us as a bookmark.

Time on the St. Mark's campus passes quickly because there's always too much to
learn! Excellent academics are what we are best known for.Qur standardized test
scores are in the 90th percentile nationally. But even more, our dedication to
providing students with an atmosphere of caring faculty and staff allows them to
achieve their full academic, spiritual, moral and physical potential.

St. Mark's is simply the best in private education in El Paso!
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100% '.—'
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View - Ruler

= R |
MOSOdER = -9 & 3= St Marks webpage text - Microsoft Vard = | = 23_,'
Home Insert Page Layout References Mailings Review View [ a
J _J:J Q = Ruler [ _ ] J One Page Mew Window [ 1] View Side by Side -
- ]| Gridlines \ |J_j]Two Pages 5 Arrange All =0
Print |Full 5creen Web  Outline  Draft o Zoom 100% - . Switch Macros
Layout | Reading Layout [ Navigation Pane =i Page Width | [-] Split Windows ~ -
Document Views Show Zoom Window Macros
T i o 0 0ofgoooflooofooor 0 o 0030 a0 4 [ 5 o0 ooo(§ao o
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St. Mark's School
A Place for Learning and Discovery

Welcome to St. Mark's School web site, a useful tool for parents, students, faculty
and visitors. Here you can find out if there are any delays because of inclement
: weather. You can check out today's school lunch menu.Qr find out if you child's
e Science teacher has an exam scheduled for tomorrow!lLog in now and be sure to
) use us as a bookmark.

Time on the St. Mark's campus passes quickly because there's always too much to
. learn! Excellent academics are what we are best known for.Qur standardized test
- scores are in the 90th percentile nationally. But even more, our dedication to
. providing students with an atmosphere of caring faculty and staff allows them to
achieve their full academic, spiritual, moral and physical potential.

St. Mark's is simply the best in private education in El Paso!

Page:1 of1 | Words:144 | <8 | IIEEERE: 100% (=) [ {+)

http://webclass.org 41



http://webclass.org/

View - Outline

WOESoHRBI=E-0-¢ 48 |- St Marks webpage text - Microsoft Word = B &R _|
Cutlining Home Insert Page Layout References Mailings Review View & @
J ﬂ ﬂ é J O [El one Page  EE Mew WindoM |1 View Side by Side =

- D Gridlines \ IQTWU Pages i Arrange All =3
Print  Full Screen Web |Outline| Draft Zoom  100% Switch Macros
Layout Reading Layout [0 wavigation Pane =] Page Width | = split Windows * -
Daocument Vig Show Zoom Window Macros
. —
@ re
@ St Mark's ol =
@ A Place for ning and Discovery
@ Welcome to St. Mark's School web site, a useful tool for parents,
students, faculty and visitors. Here you can find out if there are any
delays because of inclement weather. You can check out today's
school lunch menu.Qr find out if you child's Science teacher has an
exam scheduled for tomorrow!Log in now and be sure to use us as a
bookmark.
@ Time on the St. Mark's campus passes quickly because there's always
too much to learn! Excellent academics are what we are best known
for,Our standardized test scores are in the 90th percentile nationally.
But even more, our dedication to providing students with an
atmosphere of caring faculty and staff allows them to achieve their
full academic, spiritual, moral and physical potential.
@ St. Mark's is simply the best in private education in El Paso!
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View - Draft

|
WS EHRIE O-9 & 3 |- St Marks webpage text - Microsoft =B8] % _.|
Home Insert Page Layout References Mailings Review View & @
J _|__J Q == Ruler [ :- J One Page Mew Window | 1] View Side by Side 5
— |:| Gridlines L el \QTWQ Pages 5 Arrange All =32
Print  Full 5creen Web  Qutline | Draft o Zoom  100% . . Switch Macros
layout Reading Layout [C]] Wavigation Pane ={ Page Width | ] Split Windows = -
Document Views Show Zoom Window Macros
@"'I"'l"'l" IO OO O O eyl 009090
FY
St. Mark's School
A Place for Learning and Discovery
Welcome to 5t. Mark's School web site, a useful tool for parents, students, faculty
and visitors. Here you can find out if there are any delays because of inclement
weather. You can check out today's school lunch menu.Or find out if you child’s
Science teacher has an exam scheduled for tomorrow!Log in now and be sure to
use us as a bookmark.
Time on the St. Mark's campus passes quickly because there's always too much to
learn! Excellent academics are what we are best known for,Qur standardized test
scores are in the 90th percentile nationally. But even more, our dedication to
providing students with an atmosphere of caring faculty and staff allows them to
achieve their full academic, spiritual, moral and physical potential.
b
St. Mark's is simply the best in private education in El Paso! *
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¥
A [ »
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ComputersApplications

SaverDocument

&& OneDrive




Save using OneDrive
. Select File — Save As

Home Insert Page Layout References Mailings Review View

,H Save

| B Save As I

=

= COpen
I__f' Close L.
. Permissions
m LEL*i ;-I Anyone can open, copy, and change any part of this document.
Protect
Recent Document =
Mew
~ Prepare for Sharing
Print [ = Before sharing this file, be aware that it contains:
= Docurmnent properties, author's name and cropped out image data
Save & Send Check for Head d foot
Issues - eaders and footers
Content that people with disabilities are unable to read
Help
:] Options Versions
2,
E Exit \_;ﬂ ] There are no previous versions of this file.
Manage
Wersions -
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Save using OneDrive

Select File — Save As Quick-Access Toolbar

|j dEdHREO-¥I= Documentl - Microsoft Word = | B ER
Home ert Page Layout References Mailings Review View ] @

Aa- | B, T .= . 4T. | EEEE A ,%‘ # Find ~

v =i tE FFE 2] | asebce| AaBbC AaBbCi | A o

“ac
Paste - she X, X' LA EE ==t S THormal |7 Mo Spaci.. Headingl _ Change

L v - T Stylesv | Wb Select ~

LI||JIJJa| d Font Paragraph Styles Editing
N N R RN SRR NN SRR NN NI BN SRR, oo Ao |
FY

Begin typing at the paragraph symbol. Text will wrap-around at
the end of each line. Use the enter key only between

- paragraphs.

: Welcome to St. Marks' School web site, a useful tool for parents,
: students, faculty and visitors. Here you can find out if there are
: any delays because of inclement weather. You can check out

: today's school lunch menu. Or find out if your child's Science

' teacher has an exam scheduled for tomorrow!

“ O oW A
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Save

using OneDrive

@ Save As |i
@leﬂ » Onelrve » - | +4 | Search OneDrive 2 [
Organize « MNew folder == @

@ Microsaft Word i Mame Date modified Type
@ Documents 9/4,/2014 8:09 AM File folder
4 5.0 Favorites @ H ts 9/4/2014 8:15 AM File folder
Bl Desktop E o File folder
4. Downloads @ P File folder

£ Recent Places
& OneDrive

4o Libraries

3 Documents

=/ Pictures

B8 Videos

File name: xyz-labl

Save as type: | Word Document

Authors: Larry Nelsen

[F] Maintain
compatibility with

2 v Create filename
Your initials
Hyphen (-)
Lab lesson number

previous versions of
Word

= Hide Folders

Tools [ Open l ’ Cancel l
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Save using OneDrive

@Saueﬁ\s |78z |

@Qv| . ¥ OneDrive » Documents - |+¢ || Search Documents p'

Organize v New folder Create fl I ename
Bl Desktop & Personal (W

Your initials
g Downloads 1] xyz-labl
=| Recent Places Hyphen (_)
o Lab lesson number

Marme
.{ Favorites

m
[

= Libraries
3 Documents
J Music
=] Pictures

E Videos

File name: xyz-labl -

Save as type: IWord Document -

Authors: Larry Melson Tags: Add atag

[[] Save Thumbnail

. Hide Folders Save ][ r— ]

http://webclass.org 48



http://webclass.org/

ComputersApplications

Word Processing
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Word 2010




