Notes for 10/06/08- Lesson 10
A) How to open a new document?
A. Office Button- Open a new document, but you need to do two things correctly.

1) LOCATION- Choose the right folder. Do you want to look for the file in the Desktop?

a. Use the arrow folder to go to different LeveLs.

2) FORMAT TYPE- Choose the right file type. Do you want to look for 97-2003 format type files?

B) Difference between a file and a document?

Types of files.

1) Document-Word (10press.doc)

2) Spreadsheet-Excel (10press.xls)

3) Presentation-Powerpoint (10press.ppt)

4) MP3- Audiofiles(10press.wav)

5) JPEG- PictureFiles(10press.jpg)

C) Difference between Insert Mode and Overtype Mode

· The difference is what?
When you type it will insert the word. That is insert mode. Overtype mode is when you type and it will type over the word.

D) How to turn on the option to use the insert key to turn on/off insert mode.

STEPS
1) Office Button

2) Word Options

3) Advanced

4) Editing Options Section

a. Selection box- Use the insert key to control the overtype mode.

E) When you save a document.

1) You can save it in a new folder by creating a new folder.

2) You can save it in a common folder area or in a specific folder.

F) You can create a password to open and a password to modify(change).

1) If you create with password to modify they will need to change the file name if they don’t know the password.

2) To create a password go to tools/general options.Password to open, and password to modify.
Notes for - 10/07/2008- Lesson 12
1)What do you think is the main benefit to using Cut and Paste or Copy and Paste instead of just Moving Text or Drag and Drop?

When you use cut or copy and then you want to paste it is stored in the Clipboard task pane for later pasting. Moving text does not have that.

2) How do you use shortcuts?

CONTROL + Letters to do common procedures like (Copy, Cut, Paste, Move Text, Undo)
3) How to move text? Select or Highlight Text/Press F2/ Move Insertion Point to new location/Press Enter.

4)  How to display the clipboard task Pane.

Go to Home tab/ Click the arrow on clipboard group/ and it will appear.  
4) How to paste from the clipboard.

You need to make sure you have copied or cut something to clipboard./Mark the insertion point/then click on the right.
5) How to set options from the clipboard. 
Just click on the options box in the clipboard task pane and then choose your option that you want.

6) and How to delete selections from the clipboard. Use the arrow or right click on it.
7) Using Drag and Drop- Select the text that you want to move. Then click anywhere on the selected text. Then hold the left side of the mouse and point it where you want to move the text. Release the left side of the mouse button. 
Question for Lesson 12- When you copy and paste information how do you keep the same format or configuration.

