"= ) TAOS PUEBLO EDUCATION & TRAINING DIVISION
%/ Phone: 575-758-5990 - Fax: 575-758-5140

TAOS PUEBLO

EDUCATION DIVISION AND TRAINING
PO Box #1846
TAOS, NM 87571

BASIC COMPUTER SKILLS
MANUAL

TAOS PUEBLO EDUCATION AND TRAINING DIVISION
Antonio Arce - (575) 758-5990 or aarce@taospueblo.com



mailto:aarce@taospueblo.com

A TAOS PUEBLO EDUCATION & TRAINING DIVISION
./ Phone: 575-758-5990 - Fax: 575-758-5140




= TAOS PUEBLO EDUCATION & TRAINING DIVISION
st | Phone: 575-758-5990 - Fax: 575-758-5140

i, TR
o

COMPUTER BASIC SKILLS CLASS OUTLINE

Week 1: Introduction

a. Computer parts (Key board and mouse importance)
Operative systems (Windows, Linux, and Apple)
History of memory disks
How to recognize a “good” computer
Keyboard and typewriting
Memorizing important “Control” formulas
Free Computer Software (Office, Photoshop, Virus)
Obtaining an e-mail account
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Week 2: Current Technology; The Computer and the Internet

How to recognize the operative system in your computer

How to translate a Newspaper (Sample: Spanish Newspaper to English)

How to translate a document a Document or a Website

Recognizing “Start” and its programs

Microsoft Word (Version 2010 and 2013) Open a New Document (Control “N”’)
The File Tab (Importance of knowing “where we are at”)
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Week 3: Using Microsoft Word: The Home Tab
a. Font Type, Font Size
Bold, Italic, and Underline
Font Color
Paragraph Position
Numbers and ...
Copy and Paste (Control “C” and Control “V™)
El Zorro Tool (Control “Z”)
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Week 4: Using Microsoft Word: The Inset Tab
Table
Picture
Clip Art
Shapes
Text Box
Word Art
Symbol
Using Pictures: The Format Tools (Tools, Borders and Colors, Position and movements, Crop

and...)
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Week 5: Using Microsoft Word: The Page Lay Out; The Mailing Tab; and the Review Tab
a. Page Orientation, Columns, Watermark, and Page Color
b. Envelopes and Labels
c. Spelling and Grammar; Thesaurus; and Word Count

Week 6: Using Microsoft Word: The View and Print Tools and Other Microsoft Office Programs
a. The View Tools: Page width and Whole Page

The Save Tool (Control “S”) and The Print Tool (Control “P”)

Publishing and Creating

Using Microsoft Publisher. Recognizing Tools Learned in Microsoft Word

Using Microsoft Power Point: Recognizing Tools Learned in Microsoft Word
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COMPUTER PARTS:

CPU BOX

FLOPPY DRIVER

MONITOR

KEYBOARD

CD DRIVER

USB PORT

MOUSE

How to turn on a computer How to turn off a computer
Step 1: Find the ‘on’ button. Step 1: Click the ‘“Windows’ button at
the bottom left-hand corner of your

Step 2: Push the button.
screen.
Step 3: Now you need to log in. Step 2: Click Shut down or

Click Cancel and then close everything that had been listed in
the message, saving when necessary. Then try closing again.
OR

Click Force shut down. The computer will automatically close
all your documents, programs and so on without saving
anything.
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WINDOWS

Windows 1.0 (1985) Windows NT (1993) Windows 95/98 (1995) Windows 2000 (11999)
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Windows /7
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Windows ™

Windows XP (2004) Windows Vista (2005) Windows 7 (2009) Windows 8 (2012)

HISTOY OF MEMORY DISK:
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MOUSE PARTS:

Left Mouse Button

Scroll Wheel

Right Mouse
Button

Palm Rest

KEY BOARD PARTS:
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KEY BOARD & TYPEWRITING:

B AEn mE—-

N P B

ENE aEE BEE 0
e ]

s D F J K
A‘mg !:

FREE ONLINE TYPING PROGRAMS:

e Typing Trainer: www.typingtrainer.com/

e Ense-Lang.org: www.sense-lang.org/typing/tutor/keyboarding.php

e (Good typing: www.goodtyping.com/default.htm

e Interactive Sites for Education: www.interactivesites.weebly.com/typing.html

TYPING TIPS:

Hit keys only with the fingers for which they have been reserved.

Always return to the starting position of the fingers "ASDF — JKL;".

When typing, imagine the location of the symbol on the keyboard.

Establish and maintain a rhythm while typing. Your keystrokes should come at

equal intervals.

o The SHIFT key is always pressed by the pinky finger opposite to the one hitting
the other key.

o Use the thumb of whichever hand is more convenient for you to press the Space

bar.


http://www.typingtrainer.com/
http://www.sense-lang.org/typing/tutor/keyboarding.php
http://www.goodtyping.com/default.htm
http://www.interactivesites.weebly.com/typing.html

Security and system optimization (FREE)

e CCleaner: Optimization management: https://www.piriform.com/ccleaner
e Avast!: Antivirus software: https://www.avast.com/en-us/index
o Malwarebytes: Anti-malware software: https://www.malwarebytes.org/

Productivity (FREE)

o LibreOffice: A full-featured office suite: http://www.libreoffice.org/

e Open Office: A full-featured office suite: http://www.openoffice.org/

e Thunderbird: Email management software: https://www.mozilla.org/en-
US/thunderbird/

o Metapad: An advanced text editor: http://liquidninja.com/metapad/

o Foxit Reader: A PDF viewer: https://www.foxitsoftware.com/products/pdf-
reader/

o CutePDFE: A PDF writer that works like a virtual printer:
http://www.cutepdf.com/Products/CutePDF/writer.aspv

Media (FREE)

o Paint.NET: A simple image editor: http://www.getpaint.net/index.html

e GIMP: A complex and powerful image editor: http://www.gimp.org/

e VLC media player: A cross-platform multimedia player:
http://www.videolan.org/

o K-Lite Codec Pack Standard: A multimedia player package:
http://www.codecquide.com/download_k-lite_codec_pack_standard.htm

o Dropbox: Cloud storage, file synchronization, and file hosting:
https://www.dropbox.com/

FREE ONLINE HANDHOUTS: www.amauta.info
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https://www.piriform.com/ccleaner
https://www.piriform.com/ccleaner
https://www.avast.com/
https://www.avast.com/en-us/index
https://www.malwarebytes.org/
https://www.malwarebytes.org/
http://www.libreoffice.org/
http://www.libreoffice.org/
http://www.openoffice.org/
http://www.openoffice.org/
https://www.mozilla.org/en-US/thunderbird/
https://www.mozilla.org/en-US/thunderbird/
https://www.mozilla.org/en-US/thunderbird/
http://liquidninja.com/metapad/
http://liquidninja.com/metapad/
http://www.foxitsoftware.com/Secure_PDF_Reader/
https://www.foxitsoftware.com/products/pdf-reader/
https://www.foxitsoftware.com/products/pdf-reader/
http://www.cutepdf.com/Products/CutePDF/writer.asp
http://www.cutepdf.com/Products/CutePDF/writer.aspv
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http://www.videolan.org/
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http://www.codecguide.com/download_k-lite_codec_pack_standard.htm
https://www.dropbox.com/
https://www.dropbox.com/
http://www.amauta.info/

VERY IMPORTANT INSTRUCTIONS:

In every class we will follow this format to facilitate the learning process:

1. The Instructor will teach the subject and students will follow the

Instructor focusing in what the instructor is teaching on the

whiteboard or the image projected on the screen. Students will not

use the computer at this point.

2. The Instructor and the Students together will use the computers

applying the instruction given.

3. The Student will work alone with the computer and ask for help if

needed.

VERY IMPORTANT INSTRUCTIONS ABOUT TOOLS:

We will be focusing on learning Microsoft 2010-2013. The following tools after the first
week, will be used all the times. Please, be familiar with these tools.

Control “O”
Control “N”
Control “S”
Control “P”

Watermark
Page Color
Page Borders

|

Spelling & Grammar
Thesaurus
Word Count

DESIGMN PAGE LAYOUT

REFEREMNCES

MAILINGS Rl

- _ —
o Cut es New Ro - — v i= ¥ -+ = 3=
Past E@ Co
aste - = 1=. - i
- ~ Fognat Painter 3k X, = & '
Clipboghd P Paragraph
e Copy e Tables e Page Orientation e Zoom
e Paste e Picture e Columns e One Page
e Font Type e Online Pictures e Bring Forward e Whole Page
e FontSize e Shapes e Send Backward
e Bold, Italic... e Text Box e Review “Design”
e Font Color e Word Art
e Paragraph 8
e Numbers and...




HOW TO OPEN AN E-MAIL ACCOUNT IN YAHOO:
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~ @ G || @ Pages - PRWER

File Edit View Favorites Tools Help

B~ v ] @ v Pagev Safety~ Toos~ @~ & @
YAHOO! AboutMail  Features  Getthe App  Help

MAIL

(@ Basic Computer Skills: Free Sof.

Apache OpenOffice - Official ... @ Yahoo Registration

Sign up

Antonio Arce
arceantonio21 @yahoo.com
Rubydub! Hide password
B - +1 (435) 512-0538 f
Birthday  November 10 1970

(@ Male Female

‘ = - +1 (435)512-078 i spouse

Invalid number.

I agree to the Yahoo Terms and Privacy.

-ate account

INSTRUCTION: Return Figure 2
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Discover and Learn... Antonio's Resource on

www.amauta.info I Native People

NG Home Newspapers & Magazines U.S. American Indians  Lalin American Indians Contact Us

.us AMERICAN INDIANS

.tAws AND TREATIES can build for our children.”
) TRIBAL GOVERNMENT Sitting Bull, 1876
’
.msroav TIMELINE
LATIN AMERICAN
INDIANS - ) s
kil CLASS TECHNOLOGY ! ; i
BOOKS VIDEOS Edward ( urtis - Blackicet Indmm
L3
DIGITAL LIBRARIES: NEWSPAPERS & MAGAZINES: RESEARCH INFO
> Srmthsonian American > Indian Country Toda

> Smithsonian NMAL

> WAWW Virtual American Indian
> The National Archives A]

> Laws and Treaties OSU

= Al Documents

> Indianz.Com ] NATIVE GARDEN
| > Native American Time ‘ TUTORING

| >
i : &) CONSULTING

N >
| > Southern Ute Drum News

Sy v o Gromeonny S paoms
> Ingian Land Cessions Doc. = Biind Libr,
Acadenmic Link
> LLS. Amesican Indians MULTIMEDIA COLLECTION: e C
> Young Warrior Web 3 —eﬁl\lilité Com
> w_ﬂ_ﬂﬂl@m > Library Full Collection R A
> OPI' Indian Education > Khan Math Academy o BT Tests
> Native Web ) > Math 10 Pure Videos 3
> World Indigencus Studies >ThetQuzCom > SAT Test
= - - > Library of Congress S [ain
> USOE Indian Education > We Shall Remain Series coanalnte e
> m‘*"——-—-——"usl‘e”éf‘ﬁ“e"kx"c’; > OPI Ingian Education MO s e e el
5 Dok Cuiina LErorv' cotummys > SCence Suppart > U.S. House
. W
> The Ulah Histery Encydapedia Al Vigeograp} > Tribal Directoey
HEALTH LINKS  CHILDREN RESOURCES: JOB RESOURCES: ENCYCLOPEDIAS:
Suicide Web Line > Praschool Pioneer > Job Intesview Video > Wikipedia
A% 1-800273-8265 > K-12 Planeer > Resurme Video Su > Beitannica I
Diabetes > Webbing Inko Lileracy > Job Corps > About . Com
Child Health = Children's Stories Book > Americorps > RelDesk.Com
Elder Care In > Family Education > Utah Warkloree > Smithsonian
m > LeamdGood > America’s Jab Bank > DoltYourself
A _I ; > Histery for Kids > Monster.Com > Dictionary.Com
> Dis Education > USA Govermnment Jobs > Mernam-Webster
> Aboyt School > Ute Indian Tribe Jobs > LoIT Maps

€5 taduan Souptry € Indian Country
o SCHOLARSHIPS Throw : . under the control of o SCHOLARSHIPS
VE No control over tent and

B How o use.. ame y of those sites B How To usk..
2, et us know if you find Inappropeiate infoermation.

B3 comp. cLASSES ALY B.info @ 1993-2011 - Antonio Arce B comp. cLASSES
Dl!claimer Educatnonal Material Non Commercial

webhsites whick

Ay Tramc Estimale

www.amauta.info
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HOW TO TRANSLATE - SAMPLE:

1) Go to: www.amauta.info
2) Select “U.S. and World Newspapers”
3) In “World Newspapers” Go to “South America” and Select “Argentina”

4) Select “La Nacion” (This is a Hispanic Newspaper)

—— ARGENTINA
[ Top of Page |

. Argentinisches Tageblatt
. Buenos Aires Herald

. El Clarin

. Diario Hov

. La Nacion

|2 L N

5) Copy the Web address: http://www.lanacion.com.ar/ (1* highlight and 2) Do Control “C”)

6) Go back to: www.amauta.info

7) Select “’Translator” at the bottom of the website

HOME TRANSLATOR US AMERICAN INDIANS LATIN AMERICAN INDIANS BOOKS VIDEOS CONTACT US

@ Indhan Country @ Indian Country

Compiled from several different sources by amauta.info
'0 SCHOLARSHIFS 1, rough this website you are able to link to other websites which are not under the control of 0 SCHOLARSHIPS
2 HoW TO USE...

:?‘, HOW TO USE... amauta.info. We have no contro
Bl comp. cLasSES

ntent and availability of those sites.

Pleasa, let us ko
B3 comp. cLASSES amauta.info 3
Disclaimer: Educational Material Non Commercial

8) Paste (Control “V”) the website address: http://www.lanacion.com.ar/ in the new screen

Spanish ~  English <> English ~  Spanish

http://www.lanacion.com.ar/ http://www.lanacion.com.ar/

27/3000

9) In “Auto-Detect” select “Spanish”
10) Click “Translate”

It is possible to translate any website following the same process.
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HOW TO REGOGNIZE YOUR OPERATIVE SYSTEM

1.Click the Start button, usually found in the lower left corner of the main Desktop
screen.
2.Click the Run or Search field, type winver, and press Enter.

~ <——— My Computer Information
1. Open -
2.Goto OS (C)
3. Right Click your mouse

4. Go to Properties

7| Microsoft Publisher 2010

S Microsoft Excel 2010

etting Started
! Connect to 2 Projector
% Remote Desktop Connection

Sticky Notes
/ Paint

N o
<A XPs Viewer U "
& Windows Faxand Scan nan w < -
o g rograms
% Magnifier ’ .
I At‘ Microsoft Access 2010 » - - / 4 \

3 Disk Cleanup > ,%( h‘ P p d FI
e Fihn _srocdlCAErograms: an 1es

IMPORTANT INFORMATION:

Formulas Easy to Memorize

1. Control “N”= New 4. Control “C”= Copy SPANISH KEYS 5 Alt+164 =1
2. Control “O”= Open 5. Control “Z”=El Zorro | 1. Alt+160 =& 6. Alt + 165 =N
3. Control “S”= Save 6. Control “A”= The Dark | 2. Alt+161 =1 7.Alt +168 =
3. Control “P”= Print Knight Rises 3.AIlt+162=0 8. Alt+130=¢

4. Alt+163 =1 Check next page
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ALT-Key Combinations for Typing Selected Foreign
Characters on Windows Computers

Hold down the ALT key and press the number combinations on the number pad at the
right of the keyboard:

French: .
4 = ALT+160 A = ALT+131 a = ALT+133
é = ALT+130 & =ALT+136 & = ALT +138
¢ = ALT+135 i = ALT+140 u = ALT+151
C = ALT+128 |6 = ALT +147 i = ALT +139
German:

i = ALT+132 A = ALT+142

0 = ALT + 148 O = ALT+153

i = ALT +129 U = ALT + 154

8 = ALT +225 é = ALT +130

Portuguese:

A = ALT+ 160 i = ALT+131 fii. = ALT + 164
é = ALT +130 & = ALT+136 N = ALT+165
i = ALT+161 0 = ALT+147 d cannot be typed with this method
60 = ALT+162 ¢ = ALT+135 0 cannot be typed with this method
i = ALT + 163 C = ALT+128

Spanish:

& = ALT+160 i = ALT + 164 ¢ = ALT +168
é = ALT+130 N = ALT +165 i = ALT+173
i = ALT+161 i = ALT + 129

60 = ALT+162

a = ALT +163

Other:

E = ALT + 144

& = ALT+137

i = ALT+141

i = ALT +150
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How to Open a Document
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In our Computer Basic Skill Class, we will be using Word 2013.

[}

Getting Started

! Connect to a Projector

I Remote Destaop Connection
€

Sticky Notes

nﬁ: Access 2013

il XPS Viewer

=4 Windows Fax and Scan

BN Magnifier
W Mg
m'; OneNote 2013

=3, Disk Clesnup

>

All Programs

Arce, Antonio

Documents

Pictures

Control Panel

Devices and Printers

Default Programs

Help and Support

& Internet Explorer
@] Windows DVD Maker
2 Windows Fax and Scan
 Windows Media Center
[ Windows Media Player
#] Windows Update
<A XPS Viewer
Accessories
Cisco Jabber
CutePDF
Dell
ESET
Games
Java
Maintenance
Microsoft Office 2013
Microsoft Silverlight
Microsoft System Center
Startup
Tenable Network Security
WeatherBug®
XMediusFAX

1 Back

Arce, Antonio
Documents
Pictures

Music

My Computer
HEAOCORD4

Control Panel

Devices and Printers

Default Programs

Help and Support

Be sure that you are on Word 2013.

1) Go to start and select “All Programs”

Accessories
Cisco Jabber

CutePDF

Dell

ESET

Games

Java

Maintenance

Microsoft Office 2013

m Access 2013

Excel 2013

1Y InfoPath Designer 2013
[ InfoPath Filler 2013

& OneDrive for Business
[ OneNote 2013

[P Outlook 2013

[E PowerPoint 2013

@ Publisher 2013

@ Send to OneNote 2013
@ Skype for Business 2015
0 word 2013
Office 2013 Tools

Back

Arce, Antonio
Documents
Pictures

Music

My Computer
HEAOCORD4

Control Panel

i

Devices and Printers
Default Programs

Help and Support
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3) Open a “Blank Document
? - 8 X
search for enline templates e} Arce, Antonio
aarce@southem-ute.nsn.us
Suggested searches:  Business  Personal  Industry Print  Design Sets  Education  Event Switch account §
ument
Cla Computer Basi...
2016boothregistration
= SUIT Career Fair
Blank docurment

We don't have any featured templates right now.

You can use the search bex to find a specific template.

chers in training
UTT Distance Learming

stance Leaming

virtual career fair final
My Dacuments » SUIT Projects

4) Check your new document by looking at the top of your screen.
3] Document2 - Word ? @ - 5 X%
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Arce, Antonio ~ I
ey it . P . i ' o a MFing -
B CalibriBody) ~|11 - A" W Aa- e PZ-i=-%E- 4 BT | apncen asgboene AaBbCc Assbeel AQBI masbcer aasboen Replace
%
”*’"‘e ¥ Formot Paintey B T M 3 x, %' B-Y-A-F=== E- H-0- THormal | TNoSpac.. Headingl Heading2 Title Subtitle  Subtle Em.. < I Select -
Clipboard i) Font T Paragraph O Styles T Editing ~

H 4= O Ruler =

L 1 X 1 2 3 4 5 3 & 7

5) REVIEW PAGE # 8 or 18 — “TOOLS”
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© Windows Media Center

(G Windows Media Player

£ Windows Update Arce, Antonio
<A XPS Viewer
Accessories Bl Documents

Cisco Jabber
Dell Pictures
ESET

Games
Google Chrome My Computer
Java

Music

Maintenance
Microsoft Office

(A] Microsoft Access 2010

(] Microsoft Excel 2010

(] Microsoft InfoPath Designer 2010
(] Microsoft InfoPath Filler 2010
(N] Microsoft OneNote 2010
0] Microsoft Outiook 2010
(B] Microsoft PowerPoint 2010

(2] Microsoft Publisher 2010

(8] Microsoft SharePoint Workspace 201
(W] Microsoft Word 2010
Microsoft Office 2010 Tools

Control Panel

Devices and Printers

Default Programs

Help and Support

4 Back

1:04 PM
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LAR 11/4/2015

p

ECK” THIS TAB

@ Find -
AabccDc AaBbCi AaBbCc Aalﬁ AaBbCc. AaBbCcD( AaBbCcDt AaBbCcD:c AaBbCcD« AaBbCcDt AaBbCcDi AABBCCDT AABBCCDL AABBCCDE | % 5, Replace

Home | Inset  Pagelayout  References  Mailings  Review

ot GalioriBody) ~[11 - A" A7 | Aa | B
&a Copy
Paste - AW A i i i i . i = 3 3 ~ change
St romatpainter | B £ U T dbe s x| A - A = TNoSpaci.. Headingl Heading2 Tl Subtitle  SubtleEm.. Emphasis IntenseE..  Strong Quote Intense Q.. SubteRef.. Intense R..  BookTile o Change e o
Ciipboard 5 Font 5 Paragraph 5 Styles 5| Edting |
Liz)
s
o
A —_ i

Page:1of1 | Words:0

9 g E c¢ 8 T
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References Mailings

Insert Fage Layout

Cut PO -— — — e
EE & cu Calibri(Body) = 11 + A" A" | Aav | B T i -tZe EESE (4] q
=3 Copy
Paste - : W 387 . A - . === = -
-« Format Painter B I U-abeox x| A~F-L % =EE=EE 5 &
Clipboard & | Font 1 Paragraph [P

e Inset  Pagelayout  References  Mailings

s
Available Templates Blank document
25 open > {3 Home

g & Close T [N N \ S A
Save T o |
\ Y lim L
Recent Blank Blog post Recent Sample  Mytemplates  New from
:

g
Bl save As o s
(e =) (e | 2
[ Open = @ = g g
Business Calendars  Contracts Diagrams  Envelopes
cards
LY A "
[ Close N N =
o ™ o
= @ = G
Gift Greeting  Inventories  Invitations  Invoices m
. $ @0 _reports . cetificate es cards
Info = o X . . e
> =2 BEEs —
Memos Minutes Newsletters Plans. Planners.
Recent ey e o
Schedules Statements. Stationery Time sheets. More
NEW categori
Print
Save & Send
Help 2 B ® O
|ﬁ Options

Eq Euit

1. Control “N”= New 4. Control “C”= Copy SPANISH KEYS 5 Alt+164 =i

2. Control “O”= Open 5. Control “P”= Paste 1. Alt+160=4 6. Alt+ 165 =N

3. Control “S”= Save 6. Control “Z”=El Zorro | 2. Alt+161 =1 7.Alt+168 =

3. Control “P”= Print 7. Control “A”= Highlight | 3. Alt + 162 =¢ 8. Alt+130=2¢
4. Alt+163=10
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UU | =l » Libraries » Docurmnents » My Documents »

Organize « Mew folder

@ Microsoft Word

. Templates

[ Favorites

Documents library
My Decuments

-
Mame

Date modified Type

Arrange by:

Folder =

B Desktop

& Downloads

. Computer Basic Skills @ 11,/4/2015 10:57 AM File folder

=
=l Recent Places

red

m

. Libraries

3 Documents
rJ'- Music

| Pictures

E Videos

1M My Computer HEA
£, 0SDisk (C)
KINGSTON (E:)

File name:

- ’AII Word Documents

) |

)

Cancel ]

Tools = [ Open

HOME TAB

Insert

Page Layout References

Mailings Review

Cut © . . e e i
& Cu Calibri (Body) ~ 11 =~ A" o” | Aa~ | &, i=-i=-%Z- ETEE 4] T
Paste B 7 U - x |¢ &vgvév E = | t=- évg

Font

D) 4

Bold - Italic- Underline
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\ AN

Spacing
Numbers and...

|
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Font Color
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IMPORTANT ICON

Control “A”
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: Picture Tools: IMPORTANT :
Picture Tools Borders Colors Picture Picture Crop
and Intensity Position and Tool
Movement
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FORMAT TAB: Brightness & Contrast
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File Home Insert Page
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Picture Correction Options...
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File Hame Insert Page
ix Brightness ~ :]I: Compress Pictures
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S
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+40%
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Mailings

View
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Picture Correction Options...

FORMAT TAB: Borders Colors and Weight
I I—

Mailings Review View Fi
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Wrap
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== More Lines...

FORMAT TAB: Wrap Text/Picture, Picture Arrange and Picture Crop

Faormat

4

=)

Wrap
Text =

In Line with Texy
Square
Tight
Through
Top and Bottom
Behind Text

In Front of Text

Edit Wrap Points
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More Layout Cptions...

Square

a|] Height: 2
o7 Width: 2
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Format
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Wrap Bring Send Selection
Text ~ |Forward =|Backward = Fane

Ly EBring Forward
P © Bring to Front
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FINALLY!!

FILE TAB: Print

TAOS PUEBLO EDUCATION & TRAINING DIVISION
Phone: 575-758-5990 - Fax: 575-758-5140

Insert  Pagelajout  References Review  View
Print
B et
open
& ov Print
£d Close - J
Info Printer ©
@/ he_ca350ir on sulmcbprint .
Recent < Ready
Printer Properties
New
Settings
- Print All Pages -
Print the entire document
Save & Send
Document
Help Print All P
Print the entire document
53 options Print Selection
Only print t ntent
B it

Print Current Page
Only print the current page

Print Custom Range
Enter specific pages or sections to print

Document Properties
Document Properties

Table of properties and values
List of Markup

List of markup only

Styles

List of styles used in decument
AutoText Entries

List of AutoText available

Key Assignments

List of customized shortcut keys
Print Markup

Only Print Odd Pages

Only Print Even Pages

FILE TAB: Save or Save As

Insert

Page Layout

AMAUTA EDUCATIONAL CONSULTANTS
Phone: (435) $12-0838 - E-Mai
. amauta.info

2 Augn = 511 et

3 @; 40 Height: 2
Bidrovp

Shnoter || S0P | W 2

Wrap | Bring
Text ~ | Forward ~ Backw/d ~ Size

Tight
Through @0 @@ UL}
it
TS 1d Botts
'op and Bottom wrap | Bring | Send  Selection
Text~ [Forward ¥/ Backward *  Pane

Behi

Tet

G Bring Forward
T Bringto Front
3 Bring in Front of Text

In Front of Text

B B & E

Edit Wrap Points

More Layout Options...

‘Website: www.amauta.info/computer.htm
Amauta Consulting © 2000

References Mailings Review  View

Information about manual - Copy

E

D" Close Recent
. New
Info
Print
Recent Save & Send
Help
MNew
3 Options
- B Eat
Print
Save & Send
Help
|:_3 Options

B Exit

Document =
| Sl

Convert

£

Protect

@

Check for
Issues

2 Computer Manual\manual - Copy.doc

Compatibility Mode

Some new features are disabled to prevent problems when working with
previous versions of Office. Converting this file will enable these features, but
may result in layout changes. _.

Properties ~

Size 24.6MB
Permissions Pages 25
Anyone can open, copy, and change any part of this document. Wards 492

Total Editing Time 45 Minutes

Title Add a title

Tags

Comments

Prepare for Sharing
Before sharing this file, be aware that it contains:
Document properties, author's name and related dates

Related Dates
Last Modified

Today, 7:16 AM
Yesterday, 5:04 PM
Yesterday, 12:15 PM

Created
Headers and footers.
Last Printed

Versions =
=

e

Manage

Characters formatted as hidden text
Custom XML data

Content that cannot be checked for accessibility issues because of the
current file type

Related People

Author Antanio Arce

an author

Last Modified By Arce, Antonio

Versions
Today, 7:11 AM (autosave)
@1 Today, 6:48 AM (autosave)
@) Today, 6:38 AM (autosave)

Related Documents
J! Open File Loeation

Show All Praperties
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(SAMPLE) Finding Specific Information in a Text File:

1) Find the text File and do Control “F”

= P
m W https://enwikipedia.org/wiki/ Native_Americans_in_th ~ @ & || I3 How To Make a WordPress We...| W' Native Americans in the Uni... o v i
i3 £)PBS.org i v B v o v Pagew Safetyv Toolsw @+

% Find: [ |[7) options ~

& Notlogged in Talk Contributions Create account Login A

Q

Article Talk Read View source View history

wixmpepiA ~ Nalive Americans in the United States u

‘The Free Encyclopedia .
yeope From Wikipedia, the free encyclopedia
(Redirected from American Indian)
Main page
Contents "Native American” redirects here. For people native to the United States, see Native-born American. For the palitical party, see Know Nothing. For other indigenous peopies of
Featured content the Americas, see Indigenols peoples of the Americas.
Gurrent events "American Indian" redirects here. For other uses, see American Indian (disambiguation)

Random article
Donate to Wikipedia In the United States, Native Americans are considered fo be people whose pre-Columbian ancestors were indigenous to the lands

Wikipedia store within the nation's modern boundaries. These peoples were composed of numerous distinct fribes, bands, and ethnic groups, and many

Native Americans

- Total latis
of these groups survive intact today as sovereign nations. ‘ofal population

Interaction American Indian and Alaska Native (2010
Help The terms Native Americans use to refer to themselves vary regionally and generationally, with many older Native Americans self- Census Bureau)™
About Wikipedia identifying as "Indians” or "American Indians”, while younger Native Americans often identify as "Indigenous” or "Abariginal " Which One race’ 2,932,245 are registered
c ty portal : - T
ommunty po terms should be used to refer to Native Americans has at times been controversial. The term "Native American” has been adopted by In combination with one or more of the
Recent changes other races listed: 2,233,331

major newspapers and some academic groups, but has not traditionally included Native Hawailans or certain Alaskan Natives, such as
Aleut, Yup'ik, or Inuit peoples. Indigenous American peoples from Canada are known as First Nations.

Contact page Total 5,220 579

Regions with significant populations

Tools
What links here Since the end of the 15th century, the migration of Europeans to the Americas has led to centuries of exchange and adjustment Predominantly in the Western United States:
Related changes between Cld and New World societies. Most Native American groups had historically lived as hunter-gatherer socigties and preserved small but significant communities exist in the
Upload file their histories by oral traditions and artwork, which has resulted in the first written sources on the conflict being authored by Europeans. Eastern United States also
Special pages 3l Languages
Permanent link i v
1 tha tima of firet rantact th Litiras wara Auita Aiffarant fram thasa Af tha rrata industrial and masth Chrictian Native American 1anguages (including Navaio
2) Type “Reservation” and click “Next” (Sample)
There are 36 times the word “Reservations”
= =/
m W https://enwikipedia.org/wiki/Native_Americans_in_th ~ @ © || I3 How To Make a WordPress We...| W' Native Americans in the Uni... o v i
< E)PBS.org v B v ) = v Pagew Safeyv Toolsw @+
% Find: [ Reservations | Previous Next |[(7] Options ~ | 36 matches
known as The Trail of Tears A
As American expansion reached into the West, settler and miner migrants came into increasing conflict with the Great Basin, Great Plains, and other Western tribes. These were
complex nomadic cultures based on (introduced) horse culture and seasonal bison hunting. They carried out resistance against United States incursion in the decades after the
completion of the Civil War and the Transcentinental Railroad in a series of Indian Wars, which were frequent up until the 1890s but continued into the 20th century. Over time, the
United States forced a series of treaties and land cessions by the tribes and established reservations for them in many western states. U.S. agents encouraged Native Americans to
adopt European-style farming and similar pursuits, but European-American agricultural technolo f the time was inadequate for often dry reservation lands, leading to mass
Bahasa Melayu starvation. In 1924, Native Americans who were not already U.S. citizens were granted citizenshij ongress.
Contemporary Native Americans have a unique relationship with the United States because they may embers of nations, tribes, or bands with sovereignty and treaty rights.
Norsk nynorsk Cultural activism since the late 1960s has increased political participation and led to an expansion of effort: teach and preserve Indigenous languages for younger generations and
= o establish a greater cultural infrastructure: Native Americans have founded independent newspapers and ol media. recently including FMX. the first Native American television
Polski channel""®! established Native American studies programs, tribal schools and universities, and museums and language programs; and have increasingly been published as authors.
Fortugués
Romana Contents [nide]
Pycekiil
simple English 1 History
< 1.1 Pre-Columbian
uomi
Svenska 1.2 European exploration and colonization
HD 1.21 Impact on native populations
T 1.22 Animal introductions
Tirkge 1.3 King Philip's War
YrpalHoaka
2 i 1.4 Natural society
1.5 American Revolution
1.6 18th-century United States
1.7 19th century
1.7.1 Givil War
v

172 Removals and TS
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OTHER PROGRAMS - MICROSOFT PUBLISHER:

H % (4 s 2017flyer.pub - Publisher
FILE HOME INSERT PAGE DESIGN MAILINGS REVIEW VIEW Arce, Antonio ~ H

OB B 3 Ld P EE W MH B A0 QB0 & k& DO KW

Page Catalog Table Pictures Online Shapes  Picture Page Calendars Borders & Advertisements  Draw Business  WordArt Insert Symbol Date & Object  Hyperlink Bookmark Header Footer Page

v Pages - Pictures =  Placeholder Parts~ - Accents v A Text Box Information ~ - File Time Number -
Pages Tables Tlustrations Building Blocks ] Text Links Header & Foater -~
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Py ——— 14324 State Higiway 172 lgnacie, 0 £1137

REGISTER OMLIME AT:
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OTHER PROGRAMS — MICROSOFT POWER POINT:

BHEHS O - PowerPoint
FILE HOME  INSERT ~ DESIGN  TRANSITIONS ~ ANIMATIONS  SLIDE SHOW Arce, Antonio ~ H
X - T | A 3741 —y ;
D Cut 7:] [= Layout = x| | =sim e H“_Text Direction <] DD (o » Shape Fill i Find
ER Copy £ Reset [Z] Align Text 47 [# Shape Outline~ 25 Replace ~
Paste New B I U S ach-p- A === Arrange Quick
~ ¥ Format Painter  gjige~ 3 Section~ o = o 7] Convert to SmartArt v Styles~ & Shape Effects 1% Select~
Clipboard [ Slides Font Paragraph Drawing Editing ~

ANTONIO ARCE

COMPUTER BASIC SKIILS
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OPPORTUNITIES TO LEARN ONLINE:

GCF LearnFree.org: www.gcflearnfree.org/

A

Y

(& GCF

4 Learnkrec.org

U.S. Small Business Administration: www.sba.gov

L8 Smek Prkwas Adrusmarien

Startng & Mensging  Loans&Granmts  Contracting —Leaming Cemter  Local Assistemce  About SBA

A e v Tl

n SBA Leaming Center

Sorwerswran Corractag (25 | Mumngrs o S {15] | el b 3] | Shartirgs a Busisia () | El:u.

Find By Topie: |nasning (6] |

Media Type Title Description View Detaills

VT BrOduct O SERACE 15 on the cuEting odge of technology;, a
-. 'mqlm.'"@”ﬂ Froduct to changer. Mow you need o find the best way [ et your :'\:a-‘r&?;fg' A0 To CouRsE b
£0 PErKes. THES cowrse whll INroducs you 10 he produtt. .

- Krnowing your customer ks 2 whal pat of ety seling yolr procld
Understanding Your Cuszomer or sendoe. This coarse wil incroduce you i coads and resounces thar A0 To CouRsE b
- WA DR YOUS UNKICTSEaNG EHIr CLEROMICT 2ndd INCReass. .

FEATUSED
Sma ¥ou have 2 geat product o serdce. Now harer po sedl it This
-. Zales: & Gulde for the Small cowrse vl BVe U S ovenacw of 3l lanes and xher ool ta ges 60 TO CouRtE b
R Buziness Dvmes YOI PROCILCT OF SErVEE DD YOUT CLERDMESCOnsUmers. .
- ANC Business Guide: Ba) This moce b5 designen 1o nfarm and educne ANCs [Alaska Mathe = »
Business Developmient Frogram | Corparanions) 2bodl e Ba) Program. St =
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