ICT Certificate 2
Files and Folders Skills

· Open Poste de Travail (Windows logo key & E)
· Double click Share.    REMEMBER WE DO NOT OPEN, PLACE IN ANOTHER FOLDER OR IN ANY WAY TOUCH FILES THAT ARE IN SHARE..
· Create a horizontal mosaic (right click mouse in bottom toolbar of screen) so that you can  read these instructions and see in Poste de Travail at the same time.

· Have a look at mini pictures of each file ( Click the Affichage menu on top right of toolbar. Click Miniatures).

· Get more information about all the folders and files. (Click the Affichage menu on top right of toolbar. Click Details).

· Notice folders (yellow) are shown first and then files (usually blue). Show the list of folders and files in alphabetical order. (Double click Nom and the list appears in either alphabetical or inverted  alphabetical order). 

· If you cannot remember the name of a folder or file that you want to use you may at least remember  the date or hour on which you last recorded it. Do a date search. (Double click Modifié le to place the list in chronological or inverted chronological order).
· Sort the folders and files in order of size (Taille )  or Type.

· Click once the folder called Filesearch.

· Make a copy of this folder and its contents in your session on the ( Edition  > copier dans le dossier > Rechercher un dossier).

· Shut Share .

· In Poste de Travail open your session on the server.

· Check that you have open in the horizontal mosaic only  these instructions and your space on the server. 

· Open the Filesearch folder. 

· Sort the files alphabetically, chronologically and  by file size. 

· Go back up to your session on the server (Dossier Parent  icon showing a  bent green arrow).

· Create a new folder ( Click right on mouse in any empty white part of the screen. Click Nouveau > Dossier).
· Rename the new folder My Files (Click right on Nouveau dossier > Renommer).
· Open  Filesearch folder. (Double click).
· Select File 2 , File 5 & File 6 (Press Ctrl and click once on each).
· Place them in Myfiles folder (Edition > Déplacer vers le dossier…)
· Select Files 7 to 11   (Press Cap and click once on File 7 and once on File 11 or place cursor just to the top left of File 7 and lasoo [stretch] down to the bottom right of File 11  ).
· Place Files 7 to 11   in Myfiles folder (Edition > Déplacer vers le dossier…)
· Select all the remaining files, except File 3 and File 12, and place a copy of all these remaining files in Myfiles folder. (Select File 3 and File 12, go to Edition > Inverser la selection…> Edition > Copier dans le dossier……..).
· In your folder on the server delete both Filesearch and Myfiles. (Click one at a time with Ctrl pressed. Press Suppr.)
Advanced Word Skills

1. Setting out  page.

· Open (Ctrl O) the document  ‘eabtext’ from Share.
· Save it in your folder as advancedword.doc.

· Make the text fill up the window ( Scroll down menu % in top tool bar > Largeur page.)

· Create a horizontal mosaic (right click mouse in bottom toolbar of screen) so that you can  read these instructions and modify advancedword.doc. at the same time.

· On advancedword.doc. set  the page margins (Fichier > double arrow > Mise en pages> Marges )  at top 2cms , bottom 2cms, left 4 cms and right 2cms.
· Select all the text (Ctrl A) and convert to Times New Roman , size 12 (Ctrl D).
· Select all the text (Ctrl A) and inset by 1 cm the  first line of  each paragraph (Format > Paragraph > Retrait et espacement > Première ligne > Positif  > 1cm) . Set a gap between each paragraph (Format > Paragraph > Retrait et espacement > Espacement > Avant 5pts Après 5pts).
· Select (triple click) title ‘Ecole Active Bilingue : An Introduction’ and  make it bold (Ctrl G)  , underline it (Ctrl U) and centre it (Ctrl E).
· Select all the subtitles and make them italic (Ctrl I).
· Select the three lines from “2200 students…..”  to “……French baccalauréat exam” and convert them into a list with bullets ( Puces icon). With the three lines still selected change the style of bullets  ( Format > Puces et numéros).
· Add a header to each page : EABJM : Intro (Affichage > en tete et pieds de page). Select the header (triple click) and make it Arial, size 8, bold. Check that the header appears on page 2.
· Add page numbers on top right (Insertion > Numéros de pages > Position > Haut de page > Alignment > Droit). Check that the page number  appears on page 2.

· Check ‘Apercu avant impression’ (magnifying glass) see how your pages look. Record (Ctrl S).
2. Inserting Pictures
· Go to http://www.eabjm.com   and make a copy of the first picture (right click mouse on pictue > copier). In your text place your cursor just before the A of ‘A multicultural school, an international education’and paste (right click mouse > coller) the picture.
· Increase contrast & brightness of picture , convert to black & white and place a frame around it. (click once on picture, use Image toolbar from left to right).
· Adjust size of picture to 5cms across, keeping the proportions height / length correct (double click picture > Format de l’image > Taille > Hauteur 5cms > Garder le meme rapport hauteur/largeur  ticked).
· Align the picture on the left and wrap the text around the right hand side of the picture (double click picture > Format de l’image > Habillage > Alignment horizontal > Gauche > Style d’habillage  > Encadré).
· Place a label, ‘This is the school playground’ , for the picture in the wide left-hand margin of the  page (Insertion > Zone de texte > click once on the grey  edge of the box ‘Créez votre dessin ici’ to make it disappear and reveal a text box underneath. Type in your label. Place cursor on the grey edge of the text box to reveal a quadruple arrow. Using this  move the text box to the left of the picture in the wide left hand margin of the page). 

· Select all the text (triple click) in the text box and align the text on the right 
(Ctrl Maj  D) and make it Arial,size 8 and bold.
· Remove the black frame around the text box (select the text box by clicking once on its edge, right click mouse > Format de la zone de texte > Couleurs et Traits > Trait > Couleur > Aucun trait).
· Select another picture from the website, place in exactly the same way on page two of the document,  with a suitable label.
3. Check work.
· Go to beginning and end of line (diagonal arrow [beginning of line]  and Fin [end of line] at top right of keyboard).
· Use fast scroll up and down (arrows with three vertical lines at top right of keyboard).

· Change page (Ctrl & fast scroll keys [arrows with three vertical lines at top right of keyboard] ).

· Go to beginning and end of document (Ctrl & diagonal arrow [beginning of line]  and Ctrl &  Fin [end of line] at top right of keyboard).

· Check page number and total number of pages ( bottom left information bar, just above Demarrer). Double click this page information bar and you can go to any page you want [ Numéro de la page or Précedent / Suivant]  )
· Have a look at the whole document (Magnifying glass Apercu avant impression. Click the Afficher plusiers pages icon to see all the pages. Fermer to shut the Apercu.






