Prerequisite
1. If you haven’t already got a folder called Year 8 ICT create one!
2. Inside of the folder called Year 8 ICT Create a new folder called Lesson 2
3. You should save all work from this lesson into Lesson 2
[bookmark: _GoBack]Tasks: (no more than 30 seconds each!)
1. Launch Microsoft Word from the start menu
2. Go to File > Options (Word options) and change the User Name to Stephen Berry and click OK
3. Go back and change the User Name to your own name and click OK
4. Go to Word Options and change the Default local file location using Browse to your Year 8 ICT folder and click OK
5. Go to Word Options and change the Default local file location using Browse to your main document folder and click OK
6. Launch the help function and search for information on how to Zoom
7. Change the document zoom/magnification to 120%
8. Change the document zoom/magnification to 125%
9. Change the document zoom/magnification to 100%
10. Collapse the ribbon
11. Pin the ribbon


End of lesson skills audit:
	Skill
	Tick

	I can change the default folder to save/open files from/to
	

	I can change the user name used by Microsoft Word
	

	I can use the help function
	

	I can use the magnification/zoom function
	

	I can Hide/show the ribbon
	



