Day 1

· Start and Shutdown the computer

· Open the program (word or any other program)

· Maximize and Minimize the Window

· Create New Folder

· Create a new file and Save it

· Copy and move the files from one folder to another

· Rename the folder and files

· Sort the files

· Searching

· Shared Folder

Day 2

· Browse the Internet and go to the search engine like www.yahoo.,com.cn, cn.yahoo.com

· Search for your desired sites

· Bookmark some of the interesting sites

Day 3a

· Compose a message and send it

· Compose a message and send it with Cc to yourself

· Compose a message and send it with Cc to another person and Bcc to yourself

· Forward the received message

· Send a message with attached file you created in word or some other program

· Create your Signature

Day 3b

· Make your address book and setting up lists

· Make your personal folders in Outlook

· Move Emails from one folder to another

· Use filters to send particular emails to particular folder

Day 4

· Create a web pages following the instructions

· Save your web page and view with browser

· Give background color to first page and background image to second page

Day 5

· Make a link to a HTML file in your computer

· Make a link to a site in Internet

· Make an Email link

· Make few links to different parts of the same page

Day 6

· Create some graphics for your web site using Photoshop

· Insert the images you created into your web page

· Browse your web in browser

Day 7

· Use table for columnar page layout with border size 0, 1 and 2

· Use different background color for different cells

Day 8a

· Setup the Dial up networking

Day 8b

· Setup the Outlook Express

· Accessing on-line email with Outlook

Day 8c

· Make a feedback form

· Use mailto feature so that others can send you the feedback

Day 9

· Prepare for uploading the web

· Setup Ws_ftp and upload your files

Day 10

· More practice and uploading
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