ReaderTT.config = {"pagecount":117,"title":"Essential Skills for Word Processing","author":"TR Leger Adult Literacy, Employment Preparation Program","subject":"","keywords":"","creator":"Microsoft® Office Word 2007","producer":"Microsoft® Office Word 2007","creationdate":"D:20111103112629Z","moddate":"D:20111116140549-04'00'","trapped":"","fileName":"document.pdf","bounds":[[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210],[935,1210]],"bookmarks":[{"title":"Cover Page ","page":1,"zoom":"FitH 1214"},{"title":"Table of Contents","page":2,"zoom":"FitH 1214"},{"title":"Introduction","page":6,"zoom":"FitH 1100"},{"title":"Computer Course Pre-Evaluation","page":7,"zoom":"FitH 1100"},{"title":"Getting Started: The Parts of a Computer","page":8,"zoom":"FitH 1100"},{"title":"Using the Mouse","page":10,"zoom":"FitH 1100"},{"title":"Opening Microsoft Word 2007","page":11,"zoom":"FitH 1100"},{"title":"The Cursor","page":12,"zoom":"FitH 1100"},{"title":"Highlighting to select words","page":15,"zoom":"FitH 1100"},{"title":"Basic Options in MS Word","page":16,"zoom":"FitH 1100"},{"title":"Scrolling","page":17,"zoom":"FitH 1100"},{"title":"Tabs and Tools","page":18,"zoom":"FitH 1100","children":[{"title":"Toolbars","page":19,"zoom":"FitH 1100"}]},{"title":"Basic Actions in Microsoft Word Making a New Document","page":20,"zoom":"FitH 1100","children":[{"title":"Closing the Document ","page":20,"zoom":"FitH 692"},{"title":"Saving Information on the Computer","page":21,"zoom":"FitH 1100","children":[{"title":"Saving to USB (Memory Stick)","page":22,"zoom":"FitH 1100"},{"title":"Practice Activities","page":23,"zoom":"FitH 1100"}]},{"title":"Opening a File in MS Word","page":24,"zoom":"FitH 1100"},{"title":"Opening a Document from your Memory Stick (USB)","page":25,"zoom":"FitH 1100","children":[{"title":"Practice Activity: Open a File","page":26,"zoom":"FitH 1100"}]}]},{"title":"Changing Fonts Styles","page":27,"zoom":"FitH 1100","children":[{"title":"Changing Font Type","page":27,"zoom":"FitH 710","children":[{"title":"Practice Activity: Font Type","page":28,"zoom":"FitH 1100"}]},{"title":"Changing Font Size","page":29,"zoom":"FitH 1100","children":[{"title":"Practice Activity: Font Size","page":30,"zoom":"FitH 1100"}]},{"title":"Changing Font Colour","page":31,"zoom":"FitH 1100","children":[{"title":"Practice Activity: Font Colours","page":32,"zoom":"FitH 1100"}]},{"title":"How to Change Font Styles","page":33,"zoom":"FitH 1100","children":[{"title":"Practice Activity: Font Styles","page":34,"zoom":"FitH 1100"}]}]},{"title":"Undo and Redo","page":35,"zoom":"FitH 1100","children":[{"title":"Practice Activity: Undo and Redo","page":36,"zoom":"FitH 1100"}]},{"title":"Alignment","page":37,"zoom":"FitH 1100","children":[{"title":"Practice Activity: Alignment","page":38,"zoom":"FitH 1049"}]},{"title":"Changing the Page Layout","page":39,"zoom":"FitH 1100","children":[{"title":"Changing Margins","page":39,"zoom":"FitH 1064"},{"title":"Paper Orientation","page":41,"zoom":"FitH 1100"}]},{"title":"Cutting, Copying and Pasting","page":42,"zoom":"FitH 1100","children":[{"title":"Practice Activity: Cut, Copy and Paste","page":43,"zoom":"FitH 1100"}]},{"title":"Printing","page":44,"zoom":"FitH 1100","children":[{"title":"Print Preview","page":45,"zoom":"FitH 1100","children":[{"title":"Practice Activities: Printing","page":46,"zoom":"FitH 1100"}]},{"title":"Printing Envelopes","page":47,"zoom":"FitH 1100"}]},{"title":"Labels","page":48,"zoom":"FitH 1100"},{"title":"Demonstration Activity 1: Review of Fonts, Orientation and Printing","page":49,"zoom":"FitH 1100"},{"title":"Demonstration Activity 2: Font, Clipboard and Alignment Review","page":50,"zoom":"FitH 1100"},{"title":"Spelling and Grammar Check Spell Check","page":51,"zoom":"FitH 1100","children":[{"title":"Grammar Check","page":52,"zoom":"FitH 1100"},{"title":"Demonstration Activity 3: Spelling and Grammar Check Review","page":53,"zoom":"FitH 1100"}]},{"title":"Thesaurus","page":54,"zoom":"FitH 1100"},{"title":"Word Count","page":55,"zoom":"FitH 1100"},{"title":"Bullets","page":56,"zoom":"FitH 1100","children":[{"title":"Practice Activity: Bullets","page":57,"zoom":"FitH 1100"}]},{"title":"Demonstration Activity 4: Thesaurus and Bullets","page":57,"zoom":"FitH 753"},{"title":"Numbering","page":58,"zoom":"FitH 1100"},{"title":"Alphabetical Order","page":59,"zoom":"FitH 1100","children":[{"title":"Practice Activity: Alphabetical Order","page":60,"zoom":"FitH 1100"},{"title":"Demonstration Activity 5: Alphabetical Order","page":60,"zoom":"FitH 870"}]},{"title":"Columns","page":61,"zoom":"FitH 1100","children":[{"title":"Practice Activity: Making Columns","page":62,"zoom":"FitH 1100"},{"title":"Activity #1","page":62,"zoom":"FitH 1064"}]},{"title":"Borders and Shading","page":64,"zoom":"FitH 1100","children":[{"title":"Customizing Borders","page":65,"zoom":"FitH 1100"},{"title":"Shading","page":66,"zoom":"FitH 1100"},{"title":"Page Borders","page":67,"zoom":"FitH 1100","children":[{"title":"Practice Activity: Page Borders","page":69,"zoom":"FitH 1100"}]}]},{"title":"Tables","page":70,"zoom":"FitH 1100","children":[{"title":"Tables Continued","page":71,"zoom":"FitH 1100"},{"title":"Adding and Deleting Rows in Tables","page":73,"zoom":"FitH 1100"},{"title":"Aligning Text in Tables","page":75,"zoom":"FitH 1100"},{"title":"Changing Direction in Tables","page":76,"zoom":"FitH 1100"},{"title":"Practicing with Tables","page":77,"zoom":"FitH 1100"},{"title":"Demonstration Activity 6: Table Review","page":77,"zoom":"FitH 649"},{"title":"Table Tools ","page":78,"zoom":"FitH 1100"}]},{"title":"Text Boxes","page":79,"zoom":"FitH 1100"},{"title":"Inserting Shapes","page":81,"zoom":"FitH 1100"},{"title":"Word Art","page":84,"zoom":"FitH 1100","children":[{"title":"Practice Activity: Text Boxes, Shapes and WordArt","page":87,"zoom":"FitH 1100"}]},{"title":"Demonstration Activity 7: Shapes, Text Boxes and WordArt Review","page":88,"zoom":"FitH 1100"},{"title":"Pictures","page":89,"zoom":"FitH 1100","children":[{"title":"Inserting Clipart","page":90,"zoom":"FitH 1100"},{"title":"Inserting Pictures from Files","page":90,"zoom":"FitH 895"},{"title":"Moving a Picture","page":91,"zoom":"FitH 1100"},{"title":"Positioning a Picture","page":91,"zoom":"FitH 780"},{"title":"Changing Picture Colour","page":92,"zoom":"FitH 1100"},{"title":"Changing Picture Size","page":92,"zoom":"FitH 527"},{"title":"Adding Borders to Pictures","page":93,"zoom":"FitH 1100"},{"title":"Practice Activity: Pictures","page":94,"zoom":"FitH 1100"},{"title":"Demonstration Activity 8: Picture Review","page":95,"zoom":"FitH 1100"}]},{"title":"Line Spacing","page":96,"zoom":"FitH 1100","children":[{"title":"Practice Activity: Line Spacing","page":97,"zoom":"FitH 1100"}]},{"title":"Page Numbers","page":98,"zoom":"FitH 1100"},{"title":"Headers and Footers","page":99,"zoom":"FitH 1100","children":[{"title":"Practice Activity: Header and Footers","page":101,"zoom":"FitH 1100"}]},{"title":"Final Demonstration","page":102,"zoom":"FitH 1100"},{"title":"Additional Activities","page":104,"zoom":"FitH 1100","children":[{"title":"Activity 1: Letter to Thank a Gift Donor","page":105,"zoom":"FitH 1100"},{"title":"Activity 2: Invitation to a Party","page":106,"zoom":"FitH 1100"},{"title":"Activity 3: Letter of Solicitation","page":107,"zoom":"FitH 1100"},{"title":"Activity 4: List of Volunteers and their Phone Numbers","page":108,"zoom":"FitH 1100"},{"title":"Activity 5: Agenda","page":109,"zoom":"FitH 1100"},{"title":"Activity 6: Letter Requesting Information","page":110,"zoom":"FitH 1100"},{"title":"Activity 7: Poster","page":111,"zoom":"FitH 1100"},{"title":"Activity 8: Cover Letter","page":112,"zoom":"FitH 1100"},{"title":"Activity 9: Resume Writing","page":113,"zoom":"FitH 548"}]},{"title":"Checklist","page":115,"zoom":"FitH 1100"},{"title":"Computer Course Evaluation","page":116,"zoom":"FitH 1100"},{"title":"Demonstration Log","page":117,"zoom":"FitH 1100"}],"thumbnailType":"jpg","pageType":"html","pageLabels":[]};
