C1S 100 — Introduction to Personal Computers
SAM Training of 56 Tasks

o Start Word TO1
0 Open Existing Document TO2
o0 New Blank Document TO3
0 UseWord Help? TO4
o0 Close Document TO5
0 Smart Tag Action Button TO6
0 Insert Text TO7
0 Cut Text and Paste Text TO8
0 Smart Tag Action Button TO6
o Find and Replace TO7
o DragandDrop TO8
o Copy and Paste TO9
o End of Document T10
o Deete/Undo T11
o Clipboard T12
0 Spacing Sets T13
o Font Change T14
o Font Size Change T15
o Font ltalicize T16
o0 Grammar Check T17
0 Synonym T18
o Highlight Text T19
o Boald T20
o Format Painter T21
o Underline T22
0 Header T23
o Footer T24
0 Insert Page Break T25
o Print Preview T26
0 Print Document T27
0 New Folder (Save with Name) T28
0 SaveAsFileName T29
0 Insert Picture (Clip Art) T30
o Delete Words T31
o Word Count T32
0 Tab Sets T33
o0 AutoCorrect T35
0 Insert Symbols T36
0 Indent Paragraphs T37
o Bullets T38
0 UseSaveAs T39
0 Create Folders T40
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Rename Folders

Use Undo and Redo
Display Formatting Marks
Word Wrap

Select Text

Use Reading Layout/Other Views
Font Color

Borders and Shading

Size Window

Expand Folder

Collapse Folder

File Extensions

My Computer Explorer
Windows Explorer

Format Diskette
Copy/Paste File

Change View

Search
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