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Online Workshop

• Adobe Connect overview

• Pin to Start Menu 

• Create PDF files using template
Word 2007

PowerPoint 2007

Excel 2007

• No spaces in PDF file names
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Online Handouts

http:// webclass.org
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Login

Creating PDF Files using

Office 2007
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Attendee List
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Presentation Area
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Chat
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Recording Attendance

Complete form 

at session end

Items 1 – 2 – 3
required

Comments always
optional
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Start – All Programs

Start
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Pin Microsoft Word

Left-click
MS Office

Right-click
Word 2007

Select Pin to
Start Menu
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Open Word 2007

Start
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New Document

• Click Home – New
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Installed Templates
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Create PDF File



16Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org

Publish as PDF

No spaces in filename
annual-report_2007
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PDF File – Not Word
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Start – All Programs

Start
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Pin Microsoft PowerPoint

Left-click
MS Office

Right-click
PowerPoint 2007

Select Pin to
Start Menu
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Open PowerPoint 2007

Start
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New Presentation

• Click Home – New
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Installed Templates
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Create PDF File
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Publish as PDF

No spaces in filename
Intro_PowerPoint-2007
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PDF File – Not PowerPoint
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Start – All Programs

Start
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Pin Microsoft Excel

Left-click
MS Office

Right-click
Excel 2007

Select Pin to
Start Menu
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Open Excel 2007

Start
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Installed Templates
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Create PDF File
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Publish as PDF

No spaces in filename
Personal_Mon-Budget
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PDF File – Not Excel
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Online Handouts

http:// webclass.org


