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0:00:08.069,0:00:13.690
Alright now so, the second part of our document
is getting the information on the document.

0:00:13.690,0:00:21.180
So we have our picture here so we want to
go in and put information with it. So click

0:00:21.180,0:00:27.670
right next to your picture your cursor will
show up press enter and now you have the cursor

0:00:27.670,0:00:35.650
below. We always want to start our document
with Times New Roman, always change it to

0:00:35.650,0:00:57.250
a 12, we want the right size font on there.
So start with the Start Menu, and select the

0:00:57.250,0:01:17.110
VMware folder. Click on the VMware folder,
you always have to tell them where to click,

0:01:17.110,0:01:30.710
learn how to spell here, always check your
spelling as you go along, and then click on

0:01:30.710,0:01:44.450
the VMware player. There we have our first
description built so now we need to check,

0:01:44.450,0:01:51.860
make sure we are staying within our 8th grade
level, so highlight it. You can check the

0:01:51.860,0:01:57.540
spelling and grammar here or you can go to
the review depending on where you have it.

0:01:57.540,0:02:02.540
Go to the review button, it says its finished
checking your section, do you want to check

0:02:02.540,0:02:07.020
the rest of the document. You say no at this
point, and then it comes back and it gives

0:02:07.020,0:02:15.640
you your grade. Your grade level at this point
is 3.1. You can say OK to that. Now, its not

0:02:15.640,0:02:22.600
recommended that you check it by line, by
line, by line. Get a little information built on

0:02:22.600,0:02:28.669
your document, then check 4 or 5 lines at
a time. This will keep you on track for having

0:02:28.669,0:02:39.139
a good document. This ends your word information
document.
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