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Keyboard

Space Bar- Add space between words

Shift Key- Write in Upper Case or use symbols
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Enter- Starts a new paragraph

Backspace- Get rid of something

Caps Lock- EVERYTHING UPPER CASE

Num Lock - turn the number pad on

What’s the file name? Where will it save?
[
@ Save As
P o wl
l'\.___/'l v| 4 ¢ Users » Lauren » Downloads > vl 4 | | Search Downloads 0
)
Organize vm _—— = - @
4 (W] Microsoft Word * MName Date modified Type
. Templates computer basics pics.docx 1/16/2018 11:44 AM  Microsoft Word [
3 Computer Essentials 1 handout.docx 1/16/2018 1119 AM Microsoft Word [J
4\ Favorites Internet Basics Handout.docx 11/13/2017 3:00 PM  Microsoft Word [
L N
|I Desktop website access.docx 81472017 10:36 AM Microsoft Word [
Downloads |
| \Google Drive |
N
i
"
i
m r
| 1) 'I
Authors: Skeeter Tags: Add a tag
[[] Save Thumbnail
“ Hide Folders Toos v |  Sae | [ Cancel
! = = e d

Want more? Call the DANEnRet office at (608) 274-3107 or visit everyoneonmadison.org




