Tutorial 1: Getting Started with Microsoft Office
The Data Files needed for this Review Assignment are: Finances.xlsx, Letter.docx, Old.pptx. They are found on the website: www.cbtl121.yolasite.com in the Tutorial submenu.
[If you get stuck use Microsoft Help > the question mark at the top right of your screen]
You need to prepare for an upcoming meeting at Recycled Palette. You’II open, edit, save and attach these documents to an email.
Complete the following:
1. Open File Old.pptx.
2. Start Excel.
3. Switch to the PowerPoint window using the taskbar, and then close the presentation but leave open the PowerPoint program. (Hint: Click the Office Button and then click Close.)
4. Open a new, blank PowerPoint presentation from the New Presentation dialog box.
5. Close the PowerPoint presentation and program using the Close button on the PowerPoint title bar: do not save changes if asked.
6. Open the Finances.xlsx workbook.
7. Use the Save As command to save the workbook as Recycled Palette Finances in the Libraries\Documents\My Documents folder.
8. Type your name, press the Enter key to insert your name at the top of the worksheet, and then save the workbook.
9. Exit Excel using the Office Button.
10. Start Word, and then open the Letter document.
11. Use the Save As command to save the document with the file name Recycled Palette Letter in the Libraries\Documents\My Documents folder.
12. Press and hold the Ctrl key, press the End key, and then release both keys to move the insertion point to the end of the letter, and then type your name.
13. Use the Save button on the Quick Access Toolbar to save the change to the Recycled Palette Letter document.
14. Exit the Word program using the Close button on the title bar.
15. Open your Gmail email account.
16. [bookmark: _GoBack]Compose an email with the subject as your student number.
17. Attach the Word document and the spreadsheet to the email and send it to address: 2014cbtl121@gmail.com to complete your task.
