September 8, 2008 
Agenda- Introduction Activities

1) Set Up Student account with www.quia.com at the following address.

http://www.quia.com/web/studentZoneBegin.html 

Create my FreeAccount-
Class Website will be the following

www.quia.com/pages/microsoftofficeapps.html
2) Class Discussion- Define the following terms


a. Default- Page 32- A standard setting or mode of operation.
b. Something already written in the program and when you close it, it goes back to that. 
 Give four to six examples
Settings that stay the same- 
1) Font Size- The standard is 12.

2) Font Type- The standard is usually Arial, Times New Roman, Calibri

3) Margins-  The standard is always 1 inch.
4) Orientation- The standard is always is portrait (vertical).

5) Line Spacing- How much space is in between each line. Standard is 1 points.

6) Font Color- The letters are always black. To change the color it is the letter A 

in the font section of the home tab.

7) Page Color- The page color is always white. Found in the page layout.
8) Zoom Level- Always at 100%.

Mode of Operation- Ribbon
