[image: image9.jpg]


[image: image2.png]The Comma lMethod




Comma Productions Professional Development 
Exercises for Level 13: Get Smart
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	Doing It With Style

Purpose: Use Styles to improve formatting and generate a Table of Contents

Activity: Use Styles to Format Headline 1, 2, 3, and Normal

Activity: Format the Styles for Font and Paragraph 

Activity: Use the Document Map

Activity: Create and modify a Table of Contents

Activity: Break the document into sections


Activity: Work with Headers and Footers
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	Work Smarter, Not Harder

Purpose: Analyze Data in Excel

Activity: Sort the data and look for inconsistencies

Activity: Use Data Filter, Group, Subtotal

Activity: Create a summary sheet linked to the Subtotal worksheet
Activity: Create a Bonus table and name the array
Activity: Use VLookup
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	Wake Up and Smell the Coffee!

Purpose: Understand Power Options

Activity: Use the Control Panel to find the Power Management

Activity: Investigate the options for workstations and laptops
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	Tech Talk: Ouch! That Smarts
Purpose: Troubleshooting a blown computer
Activity: Investigate the clues: scorch marks, acrid smell, bulging transistors
Activity: Research power requirements
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	The Administrator: Power to the People 


Purpose: Understand how the Windows operating system protects itself
Activity: Use Control+Alt+Delete to activate the Task Manager
Activity: Select an application to shut down
Activity: Investigate all of the applications to normally run on Windows 
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	Feel the Power
Purpose: Protecting the computer from power spikes and interruptions

Activity: Investigate the surge suppressors in the lab

Activity: Test the surge protector (look for a steady light or a test button)

Activity: Research uninterruptible power supplies 
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