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Left and right clicking  //  Create an email

3 Find out where your boxes went

4 Open Microsoft Word
5 Change words so they look cool (using the toolbar)
6 Find and use a drop down menu
7 Copy and paste

8 Find an image on the internet

9 Send an attachment  //  Save a file

10 Open Microsoft Excel

11 Add numbers up in Excel
12 Add borders in Excel
13 Get a government gateway account
14 Get onto universal job match
15 Produce a screen print
16 Print

17 Page orientation- landscape/portrait
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1. Open the internet up

2. In the URL bar (ask a friend), type www.mail.yahoo.com
3. Select Don’t have a yahoo ID? “CREATE NEW ACCOUNT”

4. Type in all the boxes with your information.

5. Don’t forget to write down your email and password and keep in a safe place until you can remember them
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Your screen looked 

like this?

Then it looks blank? You can only see the desktop? Where are your boxes?

They’re at the bottom! Click to re-open

[image: image24.png]Search for full or part-time jobs in Great Britain and abroad. Login to
Universal Jobmatch & if you already have an account,

Job title
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Word is for writing and photos

E.g.: letters, adverts, posters
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Font Size  [image: image3.png]12



    Words will change size!
Font Style (shape)  [image: image4.png]Ties New Raman +



  

Words will look like they are written in different handwriting!
Bold (chunky) [image: image5.png]


  Words get chunky
Italic (slanty) [image: image6.png]


  Words go a bit wonky

Highlight it [image: image7.png]


 Like using a highlighter…on the computer
Underline it  [image: image8.png]


  Does what it says on the tin
Font colour (colour of the letters)  [image: image9.png]


 

Your words and letters can get oh so colourful!

Word art  [image: image10.png]


  









Just left click on the black arrow to the right of the box!
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1. Highlight words or right click on an image to tell the computer what you want to copy

2. right click (to open up a menu)

3. left click to select copy

4. Go to where you want your copied information to be

5. [image: image33.png]


right click (to open up a menu)

6. left click to select paste
[image: image34.png]



[image: image35.png]O tew.

|5 o <
Close.

I save ‘

Save s

[y Save as Web Page.
T Fie search
Permssion

Versions.

web Page Preview

Page Setup

(2 Prin Previen
& e ‘

Send To







1. Open the internet

2. In the URL type www.google.com/images
3. [image: image36.png]Page Setup
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In the search bar, type in what you want to see 


1. Make sure you have already got something to attach (photo, Word or other document) on the computer or portable device

2. When sending a new email, there should be a paperclip sign or button to attach a document

3. A box will open asking you to locate your document (you need to remember where you’ve put it)

4. Once you’ve selected what you want to attach it should load itself to your email, and you send it as normal
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Or 
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Give it a name

and remember 
where you’ve saved it!



Excel is for numbers

E.g. budgeting, adding numbers up, working out how much an event costs
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.

 Like a calculator. Tell it step by step.

(1) Click in the cell you want your total to be in

(2) Click = button on your keyboard

(3) Left mouse click on the 1st cell you want to be added up

(4) Click + button on your keyboard

(5) Left mouse click on the 2nd cell you want to be added up etc

(6) After you’ve clicked on the last cell to be added up, don’t click +

(7) Press the Enter/return button. You will have your total. 
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You can check if you added

all the right boxes.

Click on your total.

In the rectangular box it will show

you the sum(formula) you typed in
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(1) Highlight what you want to have a border 

(2) [image: image45.png]Paragraph.



Go to the borders drop down menu and select (left click on) the symbol for all borders
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It will look like this 
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Open the internet. In the URL box, type www.gateway.gov.uk
Click on the blue underlined link to register as an individual
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Continue to register as an individual
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Complete the form

Print your number

Keep it safe

Bring it every week
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Open the internet and type www.gov.uk/jobsearch into the URL box

Click the blue link to log in

Enter your long number and password, left click on “log in”



(1) Press the “PrtScn” button (it may or may not have “Sys Rq” on the button as well)

(2) Open Paint 


                                             
       (3) Press the 


   “Ctrl” button & the letter Vat the same time (pastes it into Paint)



                (4) Then tell the computer to print.



(1) Tell the computer to print (File- print)

(2)Click on properties







(3) Go to the colour tab and click in the circle to say if you want colour or not
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(1)








(2)



(3)

Left click selects things. You often need to double click





Right click brings up the “extra” menus








Scroll helps to look at a bit of the page you can’t currently see









