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Comma Productions Professional Development 
Exercises for Level 12: The Good, The Bad, The Really Ugly
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	Who Done It?


Purpose: Create an on-line form in Microsoft Word


Activity: Use a table to simplify layout


Activity: Merge Table Cells


Activity: Create a Headline with WordArt


Activity: Create and format form fields


Activity: Break the document into sections


Activity: Lock (protect) the document to activate the form fields


Activity: Save the document as a template
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	Tools of the Trade

Purpose: Analyze Data in Excel

Activity: Create a Pivot Table

Activity: Use the Data Diagram to change the Pivot Table

Activity: AutoFormat the Pivot Table
Practice: Sorting and Grouping
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	Clues for the Clueless


Purpose: Search and Find files


Activity: Search for a document by name


Activity: Search by extension


Activity: Limit the search to dates and/or locations
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	Tech Talk: How Did That Happen?

Purpose: Introduction to the Blue Screen of Death

Activity: Review a sample of the Stop Error generated by a BSOD

Activity: Research the Stop Error in the Microsoft Support Site
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	The Administrator: Elementary, Dr. Watson 


Purpose: Review the log entries for the Event Viewer

Activity: Understand the different logs and their severity

Activity: Review the log settings
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	As Good As It Gets
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