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Lesson #1A
Miss Leitner- computers








1. Write your name on this paper.
2. Go to: http://missleitner.wix.com/computers
3. Go to:  In class assignments- 4-5th Grade grade.
4. Click on Lesson #1
5. Open it.
6. Now you should have Microsoft office open with the document.

















7. First save your document.
8. Press the circle button on the top left corner of word.
9. Select Documents.
10. Save it as The king’s Friend and your name.


















11. Next highlight the title, and the author.
- You can highlight by taking your mouse, and click at the beginning of the word and scrolling ever all the letters you would like to be highlighted. 




















12. On your ribbon, go to the paragraph section and click on the align center button.









13. Your title is now centered.
12. Make sure your title is still highlighted.
13. Go to the font section on the home tab.




















14. Choose the font you like.
15. Do not make the font to big.
16. Next select the entire story.
17. Do not select the title.

























18. On the ribbon, go to the page layout tab,























19. Click on the columns
20. And select two columns.



[image: ]

21. Next go to page layout tab and select page borders.


















22. Select the size color and shape you like.
23. Save your work by pressing Cntrl+S.
24. Remember where you are sitting for next week.
25. Go to mavis beacon. 
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