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Microsoft Word gives you the ability to translate text to and from English. 
1. Translate the following sentence into the language shown.
	My mother went home
	ENGLISH

	My mother went home
	FRENCH

	My mother went home
	ITALIAN

	My mother went home
	GERMAN

	My mother went home
	SPANISH

	My mother went home
	GREEK
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Customizing the Quick Access Toolbar
[image: ]By default there are three buttons on the Quick Access Toolbar. You can add and remove buttons on the toolbar by using the Customize Quick Access Toolbar Button or by right clicking on the desired button.

1. Add 6 different buttons to your quick access toolbar.
a. Choose Print Screen & then paste your screen below. 
b. Crop out everything except your toolbar. EX: See below
[image: ]
APPLY WHAT YOU LEARNED
1. Apply the flow theme and formal style set.
2. Format the 1st line of text on page 3 (Fresh Food Fair) in the title style, increase the Font Size to 50 Points, and center it horizontally.
3. Format the second line of text on page 3 in the heading 1 style, increase the Font size to 22 points, and center it horizontally.
4. Translate line 3 to Spanish
a. Format the third line of text in the heading 2 style, increase the Font Size to 22 points, and center it horizontally. 
5. Translate line4 to Portuguese
a. Format the 4th line with the heading 3 style, increase the Font Size to 22 points, and center it horizontally.
6. Resize the picture so it is 4” high. Position it in the bottom center with square text wrapping.
7. Save & submit in Moodle.


Fresh Food Fair
Organic and Locally Grown for You
Organic and Locally Grown for You
Organic and Locally Grown for You
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Review>Proofing>Translate

Microsoft Word gives you the ability to translate text to and from English.

1. Translate the following sentence_into the language shown.

My mother went home

ENGLISH

My mother went home

FRENCH

My mother went home

ITALIAN

My mother went home

GERMAN

My mother went home

SPANISH

My mother went home

GREEK
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Customizing the Quick Access Toolbar
By default there are three buttons on the Quick Access Toolbar. You can add and remove buttons on the
toolbar by using the Customize Quick Access Toolbar Button or by right clicking on the desired button.

1. Add 6 different buttons to your quick access toolbar.
a. Choose Print Screen & then paste your screen below.
b. Cropouteverything except your toolbar.
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By default there are three buttons on the Quick Access
Toolbar. You can add and remove buttons on the toolbar
by using the Customize Quick Access Toolbar Button or by

right clicking on the desired button.

1. Add 6 different buttons to your quick access toolbar.

Choose Print Screen & then paste your screen below. |
b. Cropouteverything except your toolbar.
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