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Hyperlink and Clip Art

Assignment
Let’s see how well you can follow directions:
· Turn on your computer without assistance

· Take your mouse to the START button and LEFT click on your mouse to SELECT
· Scroll up to PROGRAMS

· Scroll over to the next window for MICROSOFT WORD
· RIGHT click on your mouse by (SINGLE CLICK) on your mouse to retrieve a small MENU
· Search for SEND TO:

· Scroll down to LEFT click on your mouse to SELECT Desktop(create shortcut)

· Take your mouse outside of an open space on your Desktop

· LEFT click by (SINGLE CLICK) on your mouse to FOLD all windows that are open
· Open INTERNET EXPLORER or your INTERNET SERVICE PROVIDER (ISP)
· Go the ADDRESS-BAR and type in a subject of your choice:  Example:  Flowers (a woman’s choice) or Cars (a man’s choice) or any other subject
· Press ENTER (keyboard) or click on GO (across from address-bar)
· Search for the best website that suites your needs pertaining to the subject that was chosen
· Select the site that you like and write down on a piece of paper what is in the address window of this particular site. (website address)
· Click on the address window and type this site in again as you see on your paper
· Press ENTER (keyboard) or click on GO (across from address-bar) to lock in the site on your computer
· EXIT or CLOSE the program (Internet Explorer or other ISP)
· Search for your MICROSOFT WORD (ICON) shortcut 

· LEFT click by (DOUBLE CLICK) on your mouse to OPEN MICROSOFT WORD
· Type a sentence of your choice that details the following subject:
· Give it one space 
· Go to INSERT in the Menu
· Go to HYPERLINK

· A Insert Hyperlink dialogue box will appear
· Go to ADDRESS:
· Search for the pull down window the ADDRESS:
· Find your site that you had written down on your paper or locked into the site

· HIGHLIGHT the site and select by saying OK
· Press ENTER and give it one space 
· Go to PICTURE and CLIP ART (select Office Collection or Clip Art Organizer)
· Go to OFFICE COLLECTIONS and BUSINESS)

· Pick out CLIP ART and COPY by LEFT CLICK or RIGHT CLICK or go to EDIT.

· Close (X) out the window on CLIP ART.

· RIGHT CLICK or go to EDIT into CURRENT DOCUMENT and PASTE CLIP ART.

· GREAT YOU ARE DONE!

· Look at your top MENU in this software and find the PRINT ICON and LEFT click on your mouse to PRINT 1 copy of your document
· Congratulations, you have done very well!
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