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Background:   If you can learn to use the vast, extensive database of Help information provided by MS,  this creates “Technological Empowerment”,  and greatly increases your skill set, helping to make yourself a virtual problem-solver capable of using all the vast features of MS applications!

Topics:  
1.
F1 – Help 

2. Navigating Help

3. Critical Reading Skills – “Testing” the information

1.    
In every MS Application Program – WORD, EXCEL, PP, FP, etc – pressing <F1> accesses Help Menu.

[image: image1.png]Mic Geoft Word Help =l8ix|

Set the default font

1. 1 your document already contains text formatted with the properties you want to use, select that text

2. On the Format menu, click Font.

3. Select the options you want to apply to the defalt font. I you selected text in step 1, the properties you
want will appear in the dialog box
For Help on an option, click the question mark (7], and then click the aption.

4. Click Default
Any new document you open will use the font settings you selected.

Tips

« In previous versions of Microsoft Word, the default font setting was 10 pt Times New Roman. For easier

reading, the default font setting in Word 2000 has changed to 12 pt Times New Roman. Note, however, that

if you open a document in Word 2000 that was created in a previous version of Word, your document will
retain the default font size of the previous version (that is, 10 pt)

« The default font applies to new documents based on the active template, Different templates might use
different default font settings.
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Read the Help Screen above and determine that by clicking Format-Font, then selecting Font and Option, then clicking Default, this save the Font Style in the Normal Template that will control subsequent documents!

1. Insert a hyperlink (web address) any example – http://verizonwireless.com  for example -- then figure out how to edit the hyperlink.   Write the steps you took to do this in the  space below:

	


2. Use Help to figure out how to set default left and right margins to  0.8” .  

  
Write the steps you took to do this in the  space below.  Put this printout in your Portfolio 

Notebook.

	


3. Extra Credit (100help) – Document any other example of how you used Help to solve a 

problem.  State the problem, and give step-by-step answers.

	


