CBOT 439 KX Managing Business Documents

  Name:  _____________________________________
Fall 2007; Wed. 6:30 – 9:30 pm


  Instructor: Carolyn Jung, Office:  Bldg 13, Room 203

CRN:  90264   


 

Telephone:  (650) 306-3213;
E-mail:  jung@smccd.edu
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	Aug. 22, 2007--Wed.

Introductions.  Fill out paperwork, go over rules & procedures, Materials Fee cards, Lab hours, etc

All assignments must include a footer with:  your full name; page number (i.e. IW page 14; and file name).  Instructor will give you a cheat sheet on how to create a header/footer.  If time, Instructor will show PowerPoint presentation on Proofreader’s Marks.

Part 1 Assignments
Do:  IW 5 – 9.

Do:  IW 10 -12.

Do:  IW 13.
Do:  Turn to IW 14 (Introductory Word page 14).  Open the IW App 1-1 file and edit the flyer.  Don’t forget to add a footer.

Do:  IW 15 (page 15) a Thank you letter.  Don’t forget to include a footer.

Do:  IW 16 – 17 (pages 16 and 17) on the Summer Language Workshop.  Include a footer.

Do:  IW 18 - 19 on the golf tourna-ment.  Line up the text after the leader words, Where, Date, Time, and Cost, in a straight line by using the tab key. Include a footer.

Do:  IW 20 on preparing for a job interview.  Include a footer.

Do:  IW 21.  Read Appendix pages K1 – K2 on Proofreader’s Marks before you type this telephone etiquette guide.  Include a footer.
Do:  In the How 10 handbook read Comma 1-1, pages 5 – 6 on the use of the in a Series.  In the How 10 workbook, do pages 17 – 18.  

[image: image1.wmf]Remember to record any hours that you do your homework or complete any unfinished work outside of regular class hours, on your Lab sheet.

	Aug. 29 – -Wed.
Part 3—Format Text and Paragraphs—pgs 39 – 57.
Part 3 Assignments

Do:  IW 40 – 50 on Financial Planning.  Pages 49 & 50, illustrates how the completed task should appear.

Do:  IW 51 is a cover page for the previous document you created in IW 40 – 50.

Do:  IW 52 a certificate for employee of the month.

Do:  IW 53 on guidelines for proofreading.

Do:  IW 54 on designing a wedding invitation.

Do:  IW 55 an advertising copy for posting on a Web site.

Do:  IW 56 – 57.  Camp Piney Ridge promotion brochure.  Read the directions carefully.  Page 57 shows the completed task.  
Do:  In the How 10 handbook read pages 72 – 78 on Hyphenating & Dividing Words, Part 2-4 through Part 2-8.  Then In the How 10 workbook, do pages 65 – 66.

 
	Sept. 5--Wed.

Part 4—Working with Documents, pgs 58 – 78.
Part 4 Assignments

Do:  IW 59 – 63 on a two-page report.  The completed tasks are on pages 62 – 63.

Do:  IW 64 – 65 on working with bullets and numbered lists.  Completed task is on page 65.

Do:  IW 66 on working with tabs.

Do:  IW 67 – 69 on a memo with a table.
Do:  In How 10 handbook, p 374, type the two samples shown on how a second page of a memo style may appear.
Do:  IW 70 – 71 on a chart of overnight shipping rates.  Completed task on page 71.
Do:  IW 72 -74.
Do:  IW 75 an agenda for the Board of Trustees meeting.

Do:  IW 76 a résumé.

Do:  In the How 10 handbook, create the envelope with “addressee notation below the return address” on the bottom of p 363; create the envelope on the bottom of p 364 with both an addressee AND delivery notations.
Do:  In the How 10 handbook thumb through pages 210 – 254 on “Words Often Confused and Misused.”  In the How 10 workbook, select any three full pages of your choice between pages 151 – 255.  Select only words that you misuse.    
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	Sept. 12—Wed.

Part 5—Desktop Publishing, pgs 79 – 98.
Part 5 Assignments

Do:  IW 80 - 84 on PTA Newsletter. Page 84 is the completed task. 

Do:  IW 85 – 86 on a wedding invitation.  Page 86 is the completed task.

Do:  IW 87 – 91 on the Park Map.

Do:  IW 92 on an organization chart.

Do:  IW 93 – 94 on PAWS Newsletter.  Completed task on page 94.

Do:  IW 95 on Holiday Invitation

Do:  IW 96 on House Sale Poster

Do:  IW 97 a pyramid diagram analyzing a client’s investments.

Do:  In the How 10 handbook, read the section on Capitalization in section 3-5 on pages 88 – 91.   

Then In the How 10 workbook, do pages 75 - 75.  Turn in your work.
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Remember to record any hours that you do homework or complete any unfinished work outside of regular class hours, on your Lab sheet.

	Sept. 19—Wed.

Advanced Microsoft Word Unit
Part 6—Advanced Formatting, pgs 1 – 18.  
Part 6 Assignments

Do:  AW 4 - 6 on Norton Laboratories employee handbook document.  The completed task on page 6.

Do:  AW 7 – 11 on benefits for the employee handbook.  The completed task is on pages 10 – 11.

Do:  AW 12 the directory for employee handbook.

Do:  AW 13 – 14 on company expectations for the employee handbook.

Do:  AW 15 – 16 on Bagel Menu.  The completed task on page 16.

Do:  AW 17 - 18 on report on reducing fat in your diet.  The completed task on page 18.

Do:  In the How 10 handbook, read pages 289 – 300 on E-Mail Messages.  Note the section on (e-mail) message preparation on pages 298 – 299; e-mail “emoticons” on page 299, e-mail netiquette.

Do:  In the How 10 workbook, read pages 293 - 294.  If you don’t have a Hotmail e-mail account, follow the steps on the bottom of page 293 to set up a free e-mail account.  

Do:  Send an e-mail message to Ms. Jung at her e-mail address of:  

jung@smccd.edu

Use one of the e-mail emoticons in your message to her.  :-D
You will need your How 10 book (not the workbook) for next week class assignments.[image: image3.wmf]
	Sept. 26—Wed.

Advanced Microsoft Word Unit
Part 7—Templates and Wizards—pgs 19 – 34.
Part 7 Assignments

Caution:  When you save a document as a template, it is automatically saved in the template folder under the General tab on the hard drive.  In all of these assignments, you are to save the template onto your flash drive and not the hard drive.

Do:  AW 20 professional memo template.  Note:  In Step 10, save the template onto your flash drive.  Normally, when you create a template, it is automatically saved to the General tab in the hard drive. 

Do:  AW 21 creates a letterhead template.  Save the template onto your flash drive or floppy A drive.
Do:  AW 22 using a template to type a letter for the employee handbook.
Do:  AW 23 – 25 using the résumé wizard in the template dialog box.  Completed task on pg 25.
Do:  AW 25 - 26 Mail Merge Wizard to create a letter, envelope, & label.  Page 26 completed task.  Print all 3 letters.

Do:  AW 27 an envelope.

Do:  AW 28 labels.

Do:  AW 29 - 30 template for letter.

Do:  AW 31 – 32.  Print 3 letters.

Do:  AW 33 - 34
Do:  In the How 10 handbook, turn to pages 323 – 324 & 326 - 327 on different Letter Styles. You are to copy the following four letters.

a. [image: image4.wmf]Full Block Letter, pg 323.  Add a postscript to this letter.  Refer to pgs 354 – 355 for Postscripts.

b. Modified Block, pg 324. Change the EXPRESS Mail delivery notation to a new delivery notation.  See pgs 332 – 333.
c. Social Business, pg 326
        d.  Simplified, pg 327
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	Oct. 3—Wed.

Advanced Microsoft Word Unit
Part 9—Tables and Graphics, pgs 52 – 69.

Part 9 Assignments

Do:  AW 53 a table.

Do:  AW 54 sort and add formulas to a table.

Do:  AW 55 – 56 copy Excel worksheet into Word & using Paste Special.  Completed task on page 56.
Do:  AW 58 – 63 a poster for Norton Laboratories.

Note:  Skip pages 64 - 65
Do:  AW 66 -67 insert a table, Paste Special, Draw. Copy, Group Objects.  Completed task on page 67.
Do:  AW 68 – 69 Hampton Hills Newsletter.  Completed task on page 69.
Do:  In the How 10 handbook, duplicate the open table on the top of p 414.  Then “enhance” the table to resemble the table at the bottom of p 414.  Make your own decision as to use of formatting.  Note:  Remember that “1 blank line” means you must hit the Enter key TWICE.
Do:  In the How 10 handbook on General Address Format, Sections 11-1 through 11-8 on pages 303 – 311.  Then do the How 10 workbook on pages 297 – 299.


Bring your How 10 handbook (not the workbook) to class next week to use for the class assignments.

	Oct. 10—Wed.

Reports & Other Business Documents
Section 13
Use the How 10 handbook to duplicate the assignments.
In the first four assignments below, you will be keying a report that has four parts:

· title page

· letter of transmittal

· table of contents

· body of report 
Then you will key a press release.
Do:  Read pages 384 – 385 before you begin.  Then key the title page of a report on page 385.
Do:  Letter of Transmittal on pg 386.
Do:  Table of Contents on page 388.
Do:  Body of Report on pages 392 – 393.
Do:  Read pages 436 – 436 on Press Releases before you do this assignment.  Then key page 438.

Check with the instructor today before you leave today to be sure you do not have any assignments that still need to be redone or not done at all.  The deadline date to turn in all assignments is the last day of class.  Any assignment not done or a redo has a penalty of zero points.
	Oct. 17—Wed.


Final Exam
Your final exam will be hands-on covering what you have learned from your assignments.   The Instructor will give you a handout for the final exam.

Do not forget to turn in your Lab Sheets to the instructor.



Try to duplicate the top of the letterhead as closely as possi-ble.  If needed, use a similar looking icon from Clipart for the top of the letter.
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