CBOT 472 LA--Introduction to Word for Windows


Name ____________________________
Fall 2007; CRN 89037; 6:30 – 9:35 pm



Instructor:  Carolyn Jung, (650) 306-3213

Office:  Bldg. 13, Room 213




E-mail:  jung@smccd.edu
Text:  Microsoft Office Word 2007; by Deborah Hinkle, 
McGraw Hill; c 2008; ISBN 978-0-07-351919-7
Syllabus--Page 1 of 2
	Aug. 27, 2007—Mon.
Introductions, completed and go over paperwork, class rules, use of Materials Fee card, Lab hours.
Windows Tutorial, pages:

· Desktop & Start Menu xxiv – xxvii
· Using the ribbon xxxiii

· Case study xliii - xllv

Handouts:  How to do a Header & Footer; Word Keyboard Shortcuts
Lesson 2—Selecting & Editing, pgs 30 – 49.

Homework
Do:

Ex 2-16, pg 53 - 57

Ex 2-17, pg 54

Ex 2-19, pg 55 - 56

Before you do this assignment, review the Appendix on pp A2 – A3 on Proofreaders’ Marks.  Remember to record your homework time on your Lab sheet.
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Note:  September 3rd is Labor Day Holiday.  No classes in session.

	Sept. 10—Mon.
Lesson 3—Formatting Characters, pgs 62 - 80

Start Lesson 4, Writing Tools, pg 92 – 110.
Homework
Do:

Ex 3-16, pg 83 – 84

Ex 3-17, pg 84 - 85

Ex 3-18, pg  85 - 86

Ex 3-19, pg 86

Remember to record your homework time on your Lab sheet.


	Sept. 17—Mon.
Finish Lesson 4—Writing Tools, pgs 92 – 110.

Start Lesson 5— Formatting Paragraph, pgs 128 – 153

Homework

Do:

Ex 4-14, pg 113 - 114

Ex 4-15, pg 114 - 115

Ex 4-18, pg 118

Ex 4-20, pg 119 – 120

Ex 4-21, pg 120 – 121

Remember to record your homework time on your Lab sheet.
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Instructor:  Carolyn Jung
Syllabus--Page 2 of 2
	Sept. 24, 2007—Mon.
Finish Lesson 5— Formatting Paragraph, pgs 128 – 153

Homework

Do:  

Ex 5-21, pg 157 – 158.  Skip steps 4a – 4b regarding changing the alignment in each paragraph.
Ex 5-22, pg 158 – 159

Ex 5-23, pg 159 – 160

Ex 5-24, pg 160
Remember to record your homework time on your Lab sheet.


	Oct. 1—Mon.
Lesson 6—Tabs and Tabbed Columns, pgs 164 – 177

Homework

Do:

Ex 6-11, pg 181 - 182

Ex 6-12, pg 182

Ex 6-13, pg 183

Ex 6-14, pg 183-184
Ex 6-16, page 186
Remember to record your homework time on your Lab sheet.


	Oct. 8—Mon.
Lesson 7—Move & Copy, pgs 190 – 207.
Homework

Do:

Ex 7- 16, pgs 210 - 211

Ex 7- 17, pgs 211 - 212

Ex 7- 19, pgs 213 – 214

Remember to record your homework time on your Lab sheet.



	Oct. 15—Mon.

Lesson 8—Find & Replace, pgs 220 – 229 only.
Review for the final exam

1.  Lesson 2 on:

· Selecting text, pg 41 – 45

· Saving a revised doc. Pg 46
2.  Lesson 3 on:

· Formatting—pg 62 -  77

· creating a drop cap—pg 78*

3. Lesson 4 on:

· AutoComplete—pg 92 – 97*

· AutoText —pg 99 – 102*

· Using the Thesaurus, pg 108*

4.  Lesson 5 pages 128 – 150*

5.  Lesson 6 on Tabs pg 164 – 176*

6.  Lesson 7, pg 190 - 206

Homework

Do:  Study for the final exam.  No homework for Lesson 8.

	[image: image3.wmf]Oct. 22—Mon.
Final Exam

Turn in your lab sheets today.  It is part of your grade.
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Do not forget to register for the next class, CBOT 474, Intermediate Word for Windows:
CRN 90819, CBOT 474LA

Begins on 10/29 – 12/17/07
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