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Comma Productions Professional Development 
Exercises for Level 3: What You See Is What You Get
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	First Impressions


Purpose: Create Corporate Stationery


Activity: Format type with the Formatting tool bar


Activity: Insert the Date and Time


Activity: Insert a Picture from File

Creating a Template


Purpose: Understand the difference between Save and Save As

Activity: Use Save As to create a new version of the file


Activity: Use Save As to create a Template

Activity: Find the Template folder on the local hard drive an edit it
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	Quick Kudos

Purpose: Introduction to Text Boxes

Activity: Create a text box

Activity: Work with the drawing toolbar

Activity: Format Borders and Shading
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	That’s Not My Style


Purpose: Using the Control Panel to change the Display Properties


Activity: Find the Display applet in the Control Panel


Activity: Modify the Marquee screen saver settings


Activity: Format the Marquee text
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	What Do You See?

Purpose: Add a new video card

Activity: Understand the 

Activity: Clean the mouse


Activity: Test the mouse on another machine



	[image: image7.png]’.’lgl

"y




	The Administrator: I Can’t See A Thing!


Purpose: Troubleshooting the video settings


Activity: Windows 95/98 Boot the computer in Safe mode


Activity: Windows NT/2000/XP Boot the computer in VGA mode


Activity: Test the video settings
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	3D Video

Purpose: A brief history advances in Video technology  
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