MAY COMMUNITY CENTER COMPUTER CLASS INTERMEDIATE & ADVANCED TIPS AND TRICKS

May Community Center Computer Class

Intermediate & Advanced Tips And Tricks

This handout includes links and QR codes for guided lessons, practice activities, Microsoft templates, and helpful
resources. Topics include Word, Excel, Windows 11, mobile devices, internet searches, websites, passwords, and

Scam awareness.

Start with the easier topics near the top of each section. Scan the QR code on paper or select the link on a computer.

EXCEL - NEXT-STEP SKILLS

Format text, alighment &

cell color

Move or copy cells, rows &

columns

AutoFill - numbers, dates
& patterns

Conditional Formatting

Welcome to Word - learn
by doing

Create and format a
document

Track Changes

Windows 11 basics
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Highlight cells with Fill
Color

Enter the same data in

several cells

Quick Start - format a

worksheet

PivotTables - guided
tutorial

Word Help & Learning

Word for new users

Word Advanced Options

File Explorer
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https://support.microsoft.com/en-us/excel/format-text-in-cells
https://support.microsoft.com/en-us/excel/format-text-in-cells
https://support.microsoft.com/en-us/excel/add-or-change-the-background-color-of-cells-in-excel
https://support.microsoft.com/en-us/excel/add-or-change-the-background-color-of-cells-in-excel
https://support.microsoft.com/en-US/Excel/move-or-copy-cells-rows-and-columns
https://support.microsoft.com/en-US/Excel/move-or-copy-cells-rows-and-columns
https://support.microsoft.com/en-us/excel/enter-data-manually-in-worksheet-cells
https://support.microsoft.com/en-us/excel/enter-data-manually-in-worksheet-cells
https://support.microsoft.com/en-US/Excel/get-started/fill-data-automatically-in-worksheet-cells
https://support.microsoft.com/en-US/Excel/get-started/fill-data-automatically-in-worksheet-cells
https://support.microsoft.com/en-us/excel/quick-start-format-a-worksheet
https://support.microsoft.com/en-us/excel/quick-start-format-a-worksheet
https://support.microsoft.com/en-us/excel/use-conditional-formatting-to-highlight-information-in-excel
https://support.microsoft.com/en-us/office/foundations-experiences/try-it-with-templates
https://support.microsoft.com/en-us/office/foundations-experiences/try-it-with-templates
https://support.microsoft.com/en-us/office/foundations-experiences/try-it-with-templates
https://support.microsoft.com/en-us/office/foundations-experiences/try-it-with-templates
https://support.microsoft.com/en-us/word/
https://support.microsoft.com/en-us/word/training/create-a-document-in-word
https://support.microsoft.com/en-us/word/training/create-a-document-in-word
https://support.microsoft.com/en-us/word/word-for-new-users
https://support.microsoft.com/en-us/word/training/track-changes-in-word
https://support.microsoft.com/en-us/word/word-options-advanced
https://support.microsoft.com/en-us/windows/meet-windows-11-easily-switch-to-windows-11-3a2aa0a7-9559-431f-91a0-d9ca0a1eb0a5
https://support.microsoft.com/en-US/Windows/Experience/FileExplorer/file-explorer-in-windows
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Windows keyboard Snap windows

shortcuts

Clipboard History DigitalLearn Windows 11

DigitalLearn course

catalog

More free courses

Microsoft Try it with

templates
Word, Excel & PowerPoint

ABC Connect activities

Downloadable practice

TRY THIS: Choose one feature that solves a real problem. Open the instructions and perform each step as you read it.
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https://support.microsoft.com/en-us/windows/keyboard-shortcuts-in-windows-dcc61a57-8ff0-cffe-9796-cb9706c75eec
https://support.microsoft.com/en-us/windows/keyboard-shortcuts-in-windows-dcc61a57-8ff0-cffe-9796-cb9706c75eec
https://support.microsoft.com/en-us/windows/snap-your-windows-885a9b1e-a983-a3b1-16cd-c531795e6241
https://support.microsoft.com/en-us/windows/using-the-clipboard-71d8b17c-5f89-1b8c-696f-88edcf2d4f40
https://www.digitallearn.org/courses/using-a-pc-windows-11
https://support.microsoft.com/en-us/office/foundations-experiences/try-it-with-templates
https://support.microsoft.com/en-us/office/foundations-experiences/try-it-with-templates
https://www.digitallearn.org/courses
https://www.digitallearn.org/courses
https://abcconnectforlearning.ca/resources/

