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Comma Productions Professional Development 
Exercises for Level 8: The Paperless Office
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	Wait a Minute, Mr. Postman

Purpose: Read, compose and Address email
Activity: Use Contacts and the Address Book
Activity: Work with attachments
Activity: Use Inbox Rules
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	Big Time

Purpose: Create an email message that looks like a web page
Activity: Round trip a document from HTML
Activity: Format the picture Layout 

Practice: Doing it with Style
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	Save a Tree

Purpose: Edit a document to remove the unwanted blank pages

Activity: Use Show/Hide to investigate the non-printing characters in Word

Activity: Delete the unnecessary blank lines

Activity: Investigate the Print Preview and Set Print Area for Microsoft Excel
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	Making it Count 

Purpose: Configuring the best print quality

Activity: Investigate the system properties for the printer

Activity: Setting Document Defaults

Activity: Review of printer maintenance
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	Hot Off The Presses
Purpose: Basic Printer Troubleshooting: Print a test page

Activity: Pause, cancel and Resume printing

Activity: Administrative Control


	[image: image8.png]



	You Can Take It With You

Purpose: Brief explanation of portable computing
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