
MAiliNG A CALENDAR

1. ENTER MICROSOFT WORD
2. CLICKON FILE
3. CHOOSE PAGE SETUP
4. SET TOP TO .3
5. SET BOTTOM TO .7
6. SET LEFT TO .5
7. SET RIGHT TO.5
8. CLICKON PAPER SIZE AND MARK THE CIRCLEFOR LANDSCAPE
9. CLICKOK
10.TYPE THE MONTH YOU ARE DOING AND THE YEAR
11.ENTER
12.CLlCK ON TABLE AND CHOOSE INSERT TABLE
13.PUT 7 COLUMNS AND CLICKOK
14.TYPE Sunday IN COLUMN 1 AND TYPE THE REST OF THE DAYS OF THE WEEK
15.CLlCK IN THE SECOND ROW
16.ENTER 5 TIMES
17.HOLD DOWN THE CONTROL KEYAND PRESSTHE LETTERR AND TYPE NUMBER 2
18.WHEN YOU GET TO THE END OF THE WEEK JUST PUSH TAB
19.CONTINUE PUTTING ALL OF THE OTHER NUMBERS UNTIL YOU GET TO THE END OF

THE MONTH
20.SELECT THE NAME OF THE MONTH AND THE YEAR
21.CLlCK ON FORMAT
22.CHOOSE FONT
23.CHOOSE THE SIZE 24
24.ENTER AND PRESS CONTROL + E TO CENTER THE TITLE
25.CLlCK SAVE AND SAVE IT TO YOUR 3 '12FLOPPY A

26.SAVE YOUR CALENDAR BY NAMING IT THE MONTH YOU ARE DOING. (E.g.. JANUARY
2001).

27.MINIMIZE ENTIRE WINDOW BYCLICKINGON THE TOP MINUS SIGN
28.0PEN THE INTERNET AND CLICKON SEARCH (ON NETSCAPE, SEARCH ISA PICTUR OF

A FLASHLIGHT)
29.1N THE SEARCH BOX, TYPE THE WORD CLIPART
30.SCROLL DOWN UNTIL YOU FIND A SITE TO LOOK AT
31.FIND A PICTURE YOU LIKEAND THEN RIGHT CLICKYOUR MOUSE
32.THE NEXT DROP DOWN MENU HAS MANY CHOICES, CLICKON SAVE IMAGE AS
33.CLOSE THE INTERNET AND OPEN YOUR CALENDAR. YOU MAY NOW GO TO THE DATE

AND INSERTYOUR PICTURE THAT YOU FOUND ON THE INTERNET.
34.1N MICROSOFT WORD WITH YOUR CANENDAR OPEN, AND YOUR MOUSE CLICKED IN

THE SQUARE YOU WANT THE PICTURE, CLICKINSERT.
35.SLlDE YOUR MOUSE TO PICTURE.
36.SLlDE YOUR MOUSE TO THE RIGHT TO FROM FILE
37.CLlCK ON THE DRIVE AND CHANGE IT TO YOUR DISK
38.FIND THE PICTURE YOU WANT AND CLICKINSERT
39.YOU MAY CHOOSE TO RESIZEYOUR PICTURE BYCLICKING INSIDE THE PICTURE AND

POSITIONING YOUR MOUSE IN A TOP CORNER AND WHEN A DOUBLE ARROW
APPEARS 0 OR 0 HOLD DOWN THE LEFT MOUSE BUTTON AND DRAG THIS PICTRE TO
MAKE IT SMALLER.




