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Comma Productions Professional Development 
Exercises for Level 6: Won’t You Be My Neighbor?
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	The Guests Are Invited


Purpose: Create a Mail Merge for envelopes with Microsoft Word and Excel

Activity: Create the Main Document

Activity: Use the Mail Merge Tool

Activity: Use Microsoft Excel for the data source

Activity: Finish the envelope with text formatting and a corporate logo 
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	Add me to the List


Purpose: working with lists of data in Excel


Activity: defining labels for better data


Activity: Issues with Fill Down


Activity: Sort the data


Activity: Format, AutoFit, and Hide columns


Practice: PhoneBk.xls Find the data!
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	The Lights Are On


Purpose: Build and test a Local Area Network (LAN)

Activity: Investigate the Network Properties 
Activity: Unplug the network cable-what resources are available?

Activity: Use the PING test to confirm the network connections
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	Is Anybody Home?

Demonstration: Setting up a network card

Activity: Investigating the network protocol 

Activity: Hello TCP/IP!
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	Who Invited You?


Purpose: Sharing Files and Folders

Activity: Create a new folder called Computers Are Us

Activity: Share the folder

Activity: Set the permissions
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	Meet Me At The Hub

Purpose: Brief explanation of network hardware
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