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Comma Productions Professional Development 
Exercises for Level 4: Save It for a Rainy Day
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	Cub Scouts Enjoy Color Hike


Purpose: Working with formatting and layout


Activity: Insert a text file from the Internet


Activity: Format columns


Activity: Insert a picture from File


Activity: Format Object Text Wrap, Picture Color


Activity: Format Borders and Shading
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	Rain Washes Out Hamburg Michigan


Purpose: Create a professional document from plain text and graphics


Activity: Insert a text file from the Internet


Activity: Insert Picture from Word Art
Activity: Format columns


Activity: Format graphics and clipart


Activity: Chart Wizard Create a simple graph in Microsoft Excel

Activity: Paste Special for linking the graph to the Word document
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	Save and Save Often


Purpose: A thorough understanding of how to save and what to save

Activity: The difference between data and programs

Activity: Create a new folder on the local hard drive
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	Safe and Sound

Purpose: Discussion of back up storage

Activity: Understand the benefits and costs of each option

Activity: Discussion of backup strategies
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	Back Up the Truck—and everything in it!


Purpose: Practice data back ups

Activity: Save to a floppy, a hard drive, a removable drive (CD, Zip, Memory Stick)

Activity: Save to a network folder
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	The Rainy Day Fund

Purpose: Create a Restore Point

Activity: Identify System Settings in the Registry

Activity: Use System Restore
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