Microsoft Office Activities
Please check off each assignment completed and send it to me for a grade.

Microsoft Word:
1.  You will be creating a seating chart of my room.  You need to draw the tables, label the front of the room, label my desk in the back of the room, and label my computer cart.  An example of this is:
[image: ]
Follow all of the directions except you do not have to place pictures of students in there and I want you to save it to your Dig Lit 8 folder.

2.  Create a How To page on how to access and navigate around Google Cultural Institute.  You will want to use the snipping tool on your computer and arrows to help you explain the directions.  You will need at least 10 steps.  Be sure to include how to get to each of the 3 categories (Art Project, Historical Moments, and World Wonders).  Here is an example of a How To worksheet:
[bookmark: _GoBack][image: ] 
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Open Microsoft Word. Use the drawing and shape tools to create a seating chart of your homeroom class. See the sample | have created below for
the computer room as an example.

Change all page margins to 5" (Top, Bottom, Left, and Right) and page orientation to Landscape.
Include all student names and pictures. Pictures can be found on the Shared on Drive in the Cusmano, 6, Pictures folder.
Be sure to label any doorways or windows in the room or any other things you feel might be necessary.

Be creative adding various fil effects and line borders etc.

Be sure to change the direction of the text where necessary.

Toindicate yourself, insert a smiley face in the text box next to your name.

Save as SEATING CHART to your Computer 6 folder.
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Using Excel to create a graph (chart)
How to create a 2D chart
To open an Excel document.
Go to the Start menu. Click on Excel

Select Blank Workbook.





