INTRO TO COMPUTERS

BEGINNING COMPUTER USE 101
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USING THE TOOLS




To highlight a sentence or image, use your mouse.
Left click and drag (don't let go!) until the area you
want to "capture" is in gray. Now you may let go of
the left button on the mouse. If you are going to
copy and paste, right click on this highlighted area
and click on "copy". Now you may position your
cursor (or pointer) to the place where you'd like to
paste this info. Right click again and click on "paste".
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Printing custom pages
Home /End
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Adjusting font size, style, margins,
spacing, landscape

Printing custom pages
Home /End

Insert/delete /backspace
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~® Create folders

® Taking out the trash

® Drafts
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