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Task One:

1. When the PC has booted up, use the ‘Resume Wizard’ in MS Word to create a curriculum vitae.

2. Save the document as ‘my cv.doc’ in your homespace.

3. Using the templates in Word create a fax, letter and memo. Use some dummy information in each document.

4. Save each of the documents separately. Make sure that you use a meaningful name such as ‘fax to J. Bloggs.doc’ etc.

5. Using the ‘My Computer’ shortcut on the windows desktop, navigate to the root of your homespace. You should see the documents that you have just created.

6. Create the following folders:

a. Fax

b. Letter

c. Memo

7. Use the mouse to drag and drop each of the documents into their respective folders. Leave ‘my cv.doc’ where it is for now.

8. Start up Internet Explorer.

9. Use a search engine to find documents relating to network topologies. Try searching using the term tutorial.

10. If you find a page of interest, add the page to your favourites folder. Make sure that you put the page in a folder called Network Tutorials.

11. Save the web page to your homespace.

12. Minimise Internet Explorer.

13. Use My Computer to navigate to the root of you homespace. Create a new folder called ‘saved web pages’.

14. Within this folder, create another folder called ‘networks’.

15. Navigate back to the root.

16. Move the web page to the folder called ‘networks’.

17. Double –click the web page  you have just moved and see what happens!

Task Two:

1. Start up Internet Explorer.

2. Set the text size to smallest.

3. Use your favourites folder to navigate to a site of your choice.

4. View the source of the web page.

5. Hold down the ctrl key and press the letter ‘a’.

6. Copy the selection to the clipboard.

7. Go to Start and find notepad.

8. Paste the selection into notepad.

9. Save the file as ‘source.txt’ in your root directory.

10. Close notepad and go back to your root directory in the homespace.

11. Make a new folder called ‘html source’.

12. Move the web page source file that you created in notepad to this new folder.

13. Well done!

Task Three (optional):

1. If you are feeling confident, have a go at this.

2. Open the ‘source.txt’ in notepad.

3. Look at the text fields in the document.

4. Try substituting some of the words in the document for your own.

5. Preview your changes by renaming the file as ‘my source.htm’, and opening in Internet Explorer.

6. If all this has been a doddle, open the document in Dreamweaver, and modify it.
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