Computer skills * Upper Level French classes
If something is old hat to you and you have no questions at all about it, and if you’ve already done it here at Cornell this academic year, you may go ahead and check it. If you are learning how to do something today, please do it at least once as a test.

If you are checking boxes like crazy, you might want to look around and give some help to someone who doesn’t have the same skills.

If you are having difficulties, look around for someone who knows how.
Most important: 

I know 

· how to use the French keyboard in Word, e-mail, Internet, etc
· how to check my e-mail
· how to attach a file to an e-mail

· how to use Word to start a new document, write a paragraph in English, double space it, save it, and print it
· how to use spell-check and grammar check in French

· how to use Petit-Robert CD dictionary (get these from the locked cabinet)
· how to look up French synonyms in Word
· what fun awaits me on Cornell College Info Tech “How Do I?” page, especially the Word page (hint: look in the Favorites in Explorer for the “Information Technology” folder, then choose “How Do I?”.)
· how to save and retrieve files from my H drive
· how to read the prof’s comments on my response papers
· how to use Google to 

· search for a single word

· search for a phrase

· search for a phrase on just French pages (careful: Google isn’t so smart about what pages are in French)

· where a good French dictionary is on the web (hint: check our links page)
Also important: 

I know 

· the apostrophe shortcut for typing ç
· how to print “2-up” (printing 2 pages on a single side of a sheet of paper) and double-sided. (In Word or Explorer etc., choose File, Print or just Control-P. Then click on “Properties” and it should be evident.)

· how to make hanging indents in Word

· how to start a new page in Word (for example, when you are done with the paper’s conclusion and you want a new page for the “Œuvres  consultées”) (Hint: Control-Enter)
· how to use the format painter in Word (saves much time and heartache!)

· how to use Système-D as a supplement to Word for writing in French

· if accents make a difference in Google

· where on the web to find a handy outline of MLA style

Optional:

I know 

· outline in word

· how to get the keyboard in my room

· how to get Sys-D (or other software) in my room

· how to reduce /increase the font by one point (great for making things fit)

This is the first time I’ve used this checklist; I’m soliciting suggestions. What skills might I consider for the next handout? Do any seem extraneous to French literature?

