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Comma Productions Professional Development 
Exercises for Level 9: Does Anyone Know What Time It Is?
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	Tracking My Promises, Managing My Commitments

Purpose: Schedule appointments, set up team meetings
Activity: Navigate within Calendar
Activity: Use recurring appointments
Activity: Create Tasks


	[image: image4.png]



	Working Overtime

Purpose: Create a time sheet in Excel
Activity: Use Conditional Formatting 
Activity: Create and link a reference spreadsheet 

Activity: Make a drop down list
Practice: Work with cell references
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	What Time Is It?

Purpose: Investigate Control Panel Options for setting the time

Activity: Use Date/Time to set the time

Activity: Confirm how the computer adjusts for daylight savings time

Activity: Investigate the International settings
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	How Does A Compute Keep Time?
Purpose: Understand the CMOS settings
Demonstration: Investigate the system properties for the printer
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	When Did That Happen?
Purpose: Advanced functions in Outlook
Activity: Setting up a delegate
Activity: Using Tasks and Categories
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	The Need for Speed

Purpose: Introduction to the Task Manager
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