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		To begin, click the Microsoft office button located on your screen. Then simply select new. 

	Then select the words “blank document” under the blank and recent section. Select “Create”

	A new blank document should appear. To access a different template, click on the Microsoft

	Office button and select new. Type in whatever template you wish to follow. 

	Finally, click create and enjoy your brand-new document!



*The top food sold at Microsoft headquarters is PIZZA!
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	Microsoft Power point
	

	
		To begin, click the Microsoft Power point button. Then select a desired theme.
 TO do this, select the file tab, click new, and select your theme.

	Then click Create or choose a different color for your theme. Insert a new tab to continue making your presentation. To save, click file and choose save.

	Select your folder. Make a file name and select save again. Enjoy your new Power Point!

	 
1. *Microsoft celebrates yearly anniversaries with M&M’s. 
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		Excel Spreadsheet

	First, open excel.

	TO begin, select the cell A1 and type the information you need. 

	Then click B1 and type again.

	Click on A2 next and type

	Select B2 and type the information needed.

	Continue this process for as many columns and rows needed. 

	Click another cell.

	Click on save.


· [bookmark: _GoBack]Excel was Microsoft first “killer” app. It made other things possible like Apple. 
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		Microsoft Account

	Open the Microsoft windows account and select “create free account.”

	Then continue by filling in your personal information and enter a password. 

	Select get new email if you would prefer your account to be separate from your

	Personal email. 

	Enter the captcha code to verify information

	Click create account.

	Open you email and verify once again. 



*Bill Gates was a college drop out.
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