Before I start today’s lesson my existing knowledge is:
	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
	



Already know them all? 
· [bookmark: _GoBack]What other useful options are there in Word options? Do you know how to get Word to automatically create a back-up copy of your work? Where can you configure Word to change how often it saves auto-recover information?
· Create a how to guide using annotated screen-shots to explain how to use the zoom function.
