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TECHNOLOGY TIPS

USING DROP CAPS

technology program combines a range of computer skills such as word processing,
spreadsheet, presentation, Internet, database, graphics, and desktop publishing. Of all
these, word processing is probably the most extensive and essential for students to master.

I t is important to incorporate word processing skills in the classroom. A balanced



TECHNOLOGY TIPS

INSERTING COMMENTS

» Superscript - x3

» Subscript H,O
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TEXT ALIGNMENT
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TECHNOLOGY TIP

ALIGNING TEXT IN TABLES

Click an Align button
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TECHNOLOGY TIP

INSERTING PAGE AND SECTION BREAKS

In-the-didluy-box, -selecl-check-box-Styles- and-selecl-thz- slyle-(Heading- 7- in-this-example)- lrom-the-drop-
down-list.-Click-QK_q

Click-OK-in-the-Table- of-Figures-dialog-oox -A-table-of-figures-ig.created-at-the-cursor-position.{

1

Howto-inser-a-Landscape pageintc-a-Fortrait-Worc-dozumenty

Sometimes.youmight-needto-insert-a-landscape-page-or-z-sectior-of-Landsczpe-pages)-into-a-portraii-dozument- ' may-be)-forthe puroosz-of-
acccmmodating abigge-takle-orimage -and-at-the-samz-time-continue the-zonsistent-page numberng -

We-will-use-Section-breaks-:o-achieve-this -Apply-the-first-section-break at-t1e-end-of the praceding Portrait page-wiere you-want-to-insert-the-
landscape-page{or-multiple-pages). See below-image:{
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INSERTING PAGE AND SECTION BREAKS
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INSERTING COMMENTS
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