Business Lab FAQ
· What is the 10/10 rule?

· You are not allowed to leave the classroom during the first 10 min. of class. You must come in begin work immediately. Any personal issues will be dealt with after the first 10 min. of class.
· How do I switch between open programs?

· Hold down the ALT key and TAP the TAB key to choose the program.
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How do I adjust the volume?
· To adjust volume,       , settings, control panel, sounds and audio.
· How do I save my work?
· Always save your work as PX-filename.ext (example P2-sales.xls)
· How do I print?
· You must PRINT PREVIEW before you PRINT! Always use the P1 printer. It is already your default. Only Business Cards, Holiday Cards, Final Juice Box (Marketing Lesson 5), and T-Shirts (Entrepreneurship) are printed to the P2/P3 (Color Printers). Nothing else in printed in color.
· My notebook is a huge part of my grade. Where is the Table of Contents located for my notebook?
· The most current version of the TOC will always be available on Mrs. Heins website.
· Why isn’t my document printing?

· Never click print more than once. This will only slow down the printing process for the entire class. Make sure you know which printer you chose and walk over to it. If the green light is blinking, your document is “spooling” (preparing to print). The name of your document may also appear on the printer screen. If you have pictures in your document, it takes longer and if you have color it takes much longer. Please allow 3 minutes from the time you click print, to actually see the document coming out of the printer.
