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Comma Productions Professional Development 
Exercises for Level 5: Open For Business
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	Beginning Excel: It All Adds Up

Purpose: Create a price sheet

Activity: Insert and Delete rows and columns

Activity: Format rows, columns, and cells

Activity: Create an equation with AutoSum

Activity: Hide columns

Activity: Set Up Headers and Footers for printing
Practice: create a new price sheet for Charlotte’s Web Site
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	A Question of Balance

Purpose: Create a check book

Activity: Create an equation manually

Activity: Work with a Series
Activity: Use relative References 

Practice: Using a sample spreadsheet, add up all of the utility bills

Practice: Working with Functions and Arguments
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	Roll Out the Red Carpet

Purpose: Using the video display to promote yourself
Activity: Create a business logo

Activity: Access the Control Panel and change the desktop display
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	If You Have a Lot Of Drive, You’ll Probably Go Far

Demonstration: Adding a second hard drive

Activity: Calculating how much room is on your hard drive 

Activity: Discussion of backup strategies
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	Getting Down to Business

Purpose: Explanation of the business operating system
Activity: Introduction to Users and Groups
Activity: The purpose of passwords
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	Take It Into Overdrive

Purpose: Brief explanation of how a hard drive works 
Activity: Drive maintenance
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