Vocabulary
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23.
24.
25.
26.
27.
28.
29.
30.
31.
32.

Microsoft Word
word processing
hardware
software
operating system
laptop

desktop

PC

Mac

mouse

monitor

Central Processing Unit
USB drive
headset

icon

drive

f|Ie \N ‘ ?) Oﬁ T
\ﬁsnent ag

minimize

maximize

Microsoft Windows

delete

backspace

enter

font

bold

italic

align right

copy

cut

start menu N Ot@&@d \%

paste

spell check
change
ignore
ignore all

Microsoft PowerPoint

slide

text box
animation
clipart
CD-R
CD-RW

skimming
scanning

main idea
business letter
memo

poster

flyer
advertisement
story

essay

poem

report
schedule
assignment
envelope
mailing label




Mavis Beacon Teaches Typing

Open the Program ’
1. Double-click on the icon for Mavis Beacon Teaches Typing. hTﬂavishBeaTmn
eacnes |,..

2. Click on Run Mavis

NUTEACHES

VERSION 16

ﬁ - Typing

¢

3. Click on your nam

preVt®

You might need to click on the arrow to see all the
names in the list.

E“TER CLASSROOM

* . . . .
If your name is not on the list, read the instructions on
the next page to make a new account. atelpDescripiion

' Before clicking on 'Enter Classroom’, male sure to have your
name or click the 'Create New User' button i

4. Click on Enter Classroom.

REMOVE STUDENT
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15. Now, look at your Formatting Toolbar.
Click on the little arrow next to “Times New Roman”.

irmes Mew Rornan

% Impack |
16. Click on another font name to change the way & Letter Gothic

the letters look.
T Lucida Sans Unicode X

T Marlett |:| D_hJD . D(_\

) ) T Mary

17. Change the font 3 times for practice. mrﬂmrosoﬁ Sans Safif

T Monotype Coraiva [ |

H Palatine Linetype

T Symbol ARXEEQI Mg

B Tahoma

% Times New Roman =]

18. Click on the arrow next to the number 12
Click on a larger number.
This will change the size of the letters.

Pa yuk
S

pagd© 2

S A4

19. Click between the “n” and

o inthe firstaphabeto | abcdefehijklmnlopgrstuvwxyz
placethe cursor there. . .. L ~
abcdefghijklmnopqrstuvwxyz

-
20. On your keyboard, - LaGEGGAABE
Press the o Jv Rt QR AT RV RU L JOgP Tt
BACKSPACE key A NS | EI ,l.'l BRROMmEma
several times to erase

46 2

everything before

21



12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22,

23.

Change the font style.

|2

% Tines New Foman
T Arial =
B Comic S5ans A5

T Bradley) Hoand (T
Berlin Sans FB k
T Arial Black

T Sylfaen

v Agency B

T ALGERIAN
H Arial

% Arial Black
T Arial Narrow

IS

Highlight just the phone number.

Click on the Cut button on the Standard toolbar.
Your phone number will disappear.

Click after your name to put the cursor there.

Click the PASTE button. (Or click on EDIT and click on PASTE). Your phone ber should be

right after your name.

Click between your name and phone number.

e.CO

s

Press the TAB key to putas acees mgne ar% r@umber.
R Teili "t

~ A O
A\ 4

7B

]

W

9 'fo!

-
B (l [ o
]

{
KEL §:: .,

my.<t. -1 ?

=L
r

. | Format Tools Table Wwindow
|A Font. ..
Click at end of the first line. e
=— Bullets and Mumbering. ..
Borders and Shading. ..
Press the ENTER key. This will put a space between the first and - kil
second line. ES Columns...
| Changecage.. |
3
[ Theme...
Highlight your full name. Click on the FORMAT menu. | Style..,
You will see a dropdown menu. _
% Fickure. ..
[

Click on CHANGE CASE from the dropdown menu.

Click on the circle next to the word UPPERCASE. Click on
OK.

2

Change Case

" Sentence case.

" lowercase

24

+ {PPERCASE
" Title Case
" bOGGELE cASE

[ o |

Cancel

i




Microsoft Word: Exercise 4

This is Azeb. She is an English student.
You will help Azeb fix the mistakes in her homework.
Follow the directions below to open her homework.

. Click on the website address.

' A

&1 Adult Computer and Employment Skills TeacherWeb Home Page - Microsoft Inte... g@ﬁ
i Fle Edt View Favorites Tools Help "

@Back M > ] lﬂ \ELI .l\J /.7]Sean:h ‘in‘\'( Favorites {‘1 g~ -,__; [ -
H http:/fwww, teacherweb, com/mn/micfaces/ [“’l Go
- [v] Go g B - RS ~ ? (Qsettngs> | @ Snaglt =5

A

. Open your Internet browser
(like Internet Explorer).

Adult Computer and Employment
Te "Web
& Skills "L

. Press the DELETE key.

. Type this website address:
www.teacherweb.com/mn/MLC/aces

puter ware Quiz uizzes nternet Quiz
. Click on COMPUTER EXERCISE6 N(W Vocab, Qwa? 6" Q Q Internet Qy i

e\N ( 51 @ A r—
.C|ICkOﬂ9 I& E IS AZEB. ag

. CI ICk On SAVE . @ Adult Computer and Employment Skills TeacherWeb Computer Exercise Files - ... g@ﬁ
File Edit View Favorites Tools Help
e Back ~ () \ﬂ \EL‘ .l\l /.-] Search ‘i‘\? Favorites e} a ke -,7_’, ] -
Address |@ http:/fuwww. teacherweb. com/mn/mic/aces /photo7.stm [V] Go
Google |G+ [v|6od @ B ~ RS+ » D settingsw | @ snaat B
[
omputer Exercise Files
ClicN\gn an item in the list below to view a photo or
downl a document.
My Name is Azeb
Jane Doe 3
M,ﬁ%ﬂm
Izt Modifiad" Sundev Meane 20 2007 ¥
@1 @ Internet
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13. See the green lines. These
might be grammar mistakgs.

14. Right-click on the word “tipe”.\JD LT RART R ETCR( T

3 Ignore Al

\ - add

e\, ( @fy name is : =

P ( P a. 3 I wont to learn ma&e ab | “7" [fers so | cando warehouse work

15. Find the correct spelling for
this word: “type”

16. Click on the correct spelling./ :

&l Document3 - Microsoft Word
| Ble Edit view Insert Format Tools Table Window Help
DEEaSRhy|iend o-= |aFOR= 881 s~

| tormal « TimesMew Roman + 12 -~ | B I U ‘g

P S T T P S

My name is Azeb.
- I'wont to learn more about co
- 'Want to bee able to tipe faster.
Im taking classes to emprove these skills..

uters go [ cando warehouse work

-
alolw |4

= |

o~ I5 & | auoshapes - W OO E 4 H|&-L-A-=S=E0a.
[Page 1 Sec 1 11 [A1E In4 coa+ [REC [iRE BT [BR [OX

i#start “ | & 5 “ (Sprinters | ypell check|[@Docum...  t@9snagtt C...| Eimicrosor... | $EERE  esem

& Document3 - Microsoft Word — =] x|
JElIa Edit Wiew Insert Format Tools Table ‘Window Help

JNormaI -l Times New Rogan 2 - | O-#-A-.

1 \ s = \ 4 RN

AukoCorrect b
3

- want to bee able to ﬁ% ¥ speling. .
© Im taking classes to emprove these skills.

-
alos |

JDLaw-%c-j AuroShapes ~ ™ \DO‘@‘&-ivé-EZE.e.
[Page 1 Sec 1 T |[[A1sT Ina co4s |[Rec |[iRE AT BR[O
iﬁstart”] 1] & 45 H ] Printers | Suspelicheck | EMMicrosoft w...| [@]pocument... @snagt capt. | [ EIE  12:46pm

il Document3 - Microsoft Word
JEiIe Edit Wiew Insert Format Tools Table ‘Window Help
IDEEds @Ry rad|lo- - AaBEOEE S T 5

~ TimesNew Roman = 12+ | B I U HEE =

| Hormal

tape
tope
tripe
tip
Ianare All

. Add
name is Azeb.

I wont to learn more ab |
Language b

want to bee able to tipe ¥ seina..

Im taking classes to emprove these skills.

AutoCorrect ¥

ters so I cando warehouse work

=
wlo]» [«

JD[an % C-,

| Page 1 sec 1 i [s 13 In3 colzt |[REC [TRE [T | [ovR [ B
start| | @ & 5 || Gprinters | Cuspelicheck | @Mirosort ... | [@]Document... @0Snagt:cont,.| [ G 1247 P




Spelling and Grammar: English {U.5.) 7] x|

Mok in Dictionary ;.

I want to stady computers. My defficulty 15 that il Ignare |

L hawe never used a computer hei'fm{.
Igrnore All

suggestions:

i_hange

buffer

iZhange All

fd AutoCorrect

v Check grammar

Close |
2 x|
We come from NewDEIh India; il Igniore |
Igniore Al

= 2t
Suggestions:
T - Change

_hange all

j AuboCorreck

W Check grammar

@l iopkions. .. Undo | iZancel
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Spelling and Grammatr: English (U.5.)

i_apitalization;

2l x]

hef studied economics at Macalester
College in St Paul, Minnesota.

v Check grammar

.

id

Ignore I

Ignare Rule

Mext Sentence

iChange

= \,\G\Nﬁﬁ}—gs%ﬁ—l

Ask a teage to check yourwo . “They will sign in this box.
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10. Press the ENTER key two times.
11. Type these directions:

Directions: Mix the Lard and Butter until creamy. Mix in some of the flour (about half), the
brown sugar, white sugar, eggs, vanilla, and baking soda. Stir until ingredients are thoroughly
mixed, then blend in the remaining flour. Add chocolate chips and stir. Drop by spoonfuls
onto an ungreased baking sheet. Bake at 375 degrees for 8-10 minutes, then enjoy!

-

12. Highlight just the ingredients.

Columns

13. Click on the FORMAT menu.

14. Click on COLUMNS.

MNumber of columns: 2 :$: [] Line between

15. Click on the picture of two columns.

. Width and spacing Preview
16. Click on OK. Col #:  Width: Spacing:
| (34 = |o.5" =

[ Equal c{ %a\e ‘CO ‘

Nhole |:| w

1ms‘:0‘

17. The ingredients s

oéh@\'n'tix Qumns.

April 1, 2003
Chocolate Chip Coqldes
Y cup Lard 2 Egzs
Y cup Butter 1 tsp. Vanilla
2 % cups All Purpose Unbleached Flour Y tsp. Baking Soda
% cup White Sugar % Bag of Milk Chocolate Chips

% cup Packed Brown Sugar

Directions: Mix the Lard and Butter until creamv. Mix in some of the flour (about half),
the brown sugar, white sugar, eggs, vanilla, and baking soda. Stir until ingredients are
thoroughly mixed, then blend in the remaining flour. Add chocolate chips and stir. Drop
by spoonfuls onto an ungreased baking sheet. Bake at 375 degrees for 8-10 minutes. then
enjov!
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Microsoft Word: Exercise 10

10.

11.

12.

13.

14.

Open a new Word Document.

Type the following sentences on three separate lines:

This is a dog.

This is a hog. —

This is a log. & —
 —

Highlight all three sentences. Click on the bullet button on the toolbar.
Now you will change how the bullets look. Click on the FORMAT menu.
Click on BULLETS and NUMBERING.

e5,.CO oK

Click on the BULLETED tab. Click on the picture of the square t\l

Click on OK. NO‘.
W O L of T ©
Click orﬁf@\dﬁ‘%enu ﬁg%e b Iet menu again.

Click on CUSTOMIZE.

Click on the BULLET button.

Click on any of the small pictures. When you find one you like Click on OK.

Click on the FONT button. Change the font size to 16. This will only change the size of the bullet.
Click on OK. Click on OK again. Notice that the bullets are a different shape and size.

Place the cursor at the end of the first line and Press the ENTER key 4 times. Do this after the second
line also.
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23. Check your work. It should look like this: V5 B e ooy Fomes s D ey 60D

JDE’:E|@@%‘ﬁ|n'ﬁ"|§§|ﬂ’,’“T\mesNewRaman - 12 -

ggThis s adog

ggThis is a hog

24. Click below “This is a dog.” © Xl

25. Click on the little arrow next to the Outside Border button on the toolbar.

. e\N
26. Click on?e‘lgz\m,wtgl Line bu@\

27. Save this document on your disk.

28. Repeat the steps you have learned.
Insert pictures for “Hog” and “Log”. 0 I
— Horizonkal Line

S |

29. Insert a line between each picture.
30. When you are done Save and Print one copy.

31. Ask a teacher to check your work. Your teacher will sign in this box.
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22.  Click on OK. Click on NEW DOCUMENT. You will see a page of blank labels.

il Labelss - Microsoft Word _ O] x|
JFiIe Edit Wiew Insert Format Tools Table ‘Window Help
K) - Cu - | EE H_”JTimesNewRoman - 12 | B HEEE = (= i= &= -:=| =2
||$% ---|---5-‘5$$---5---|---? I o 3
i
P o
i
P P
I i
P P
i
B B
i
B B
\oe G ~ |
L
\NOCH4E > -L-A-==2 ROV
|Page 1 Sec 1 it [at Ln ol REC [TRK ER [V v

\NT 76
23. c:nck.éth(ef. \ﬁe‘N’%’ g’&e 67 O"

24.  Press the TAB key 2 times to move to the next label. Type your friend’s address.

'-'_E. Labels5 - Microsoft Word

JEiIe Edit Wiew Insert Format Tools Table Window Help

K > (4 v Times Mew Roman - 12 -

D= =72 s [=

El - N - T £ B T S NSRS | IO SN IR I IR T |

Tessica Schachierle] Iinnesota Literacy Council{]
430-North Dale-Street] b 756 Transfer Foady] (]
St Paul WM -55103 St.-Paul, WN-551 14

25.  Type a few more addresses. Save this document.
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