CBOT 474 LA--Intermediate Word for Windows


Name ____________________________
Fall 2007; CRN 90819; 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
	Oct. 29, 2007—Mon.
Introductions completed and go over paperwork, class rules, use of Materials Fee card, Lab hours.
Handout:  How to do a Header & Footer

Lesson 10—Page & Section Breaks, pgs 286 – 299.
Start Lesson 11—Page Numbers, Headers, & Footers, pgs 310 – 315 only.
Homework
Do:

Ex 10-11, pgs 302 - 303
Ex 10-12, pgs 303
Ex 10-13, pgs 303 – 304
Ex 10-14, pgs 303 - 305

Remember to record your homework time on your attached Lab sheet.


	Nov. 5—Mon.
Finish Lesson 11—Page Numbers, Headers, & Footers, pgs 316 – 328
Start Lesson 13—Templates, pgs 372 - 384
Homework
Do:

Ex 11-12, pgs 331 – 332

Ex 11-16, pgs 335 - 336
Ex 11-17, pg 336
Ex 11-18, pgs 336 - 337
Remember to record your homework time on your attached Lab sheet.


	Nov. 12—Mon.
Finish Lesson 13—Templates, pgs 372 - 384
Start Lesson 12—Styles & Themes, pgs 340 – 347 only.
Homework

Do:

Ex 13-7, pgs 387 - 388
Ex 13-8, pgs 388 - 389
Ex 13-9, pg 390
Ex 13-10, pg 391
Remember to record your homework time on your attached Lab sheet.



	Nov. 19, 2007—Mon.

Finish Lesson 12—Styles & Themes, pgs 347 – 359
Start Lesson 20 — Mail Merge, pgs 640 – 645
Homework
Do:

Ex 12-13, pgs 363 - 364

Ex 12-14, pgs 364 - 365

Ex 12-15, pgs 365 – 367

Ex 12-16, pg 367
Remember to record your homework time on your attached Lab sheet.


	Nov. 26—Mon.

Finish Lesson 20—Mail Merge, pgs 646 – 658 

Lesson 9—Emvelopes & Labels, pgs 267 – 271
Homework

Do:
Ex 20-18, pg 666
Ex 20-19, pgs 667 – 668.  Print 2 sheets per page. Go to page 273 – 274 to review how to print two sheets per page.
Ex 20-21, pgs 669 – 670.  Create 3 envelopes also.
Ex 20-22, pgs 670 - 671

	Dec. 3—Mon. 
Lesson 14—Tables, pages 402 - 427
Start Lesson 16—Columns, pgs 486 – 490 only
Homework

Do:
Ex 14-24, pg 435
Ex 14-25, pg 436
Ex 14-26, pg 437 - 438
Ex 14-27, pg 438
Remember to record your homework time on your attached Lab sheet
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	Dec. 10—Mon.

Finish Lesson 16—Columns, pgs 490 - 498
Review for the final exam
Homework

Do:

Ex 16-10, pgs 501 - 502
Ex  16-12, pg 503
Review 
1.  Lesson 10 on Page & Section breaks:

· Inserting page breaks, pgs 286 - 289
· Formatting sections, pgs 294 - 296
2.  Lesson 12 on Styles:

· Creating & Applying Styles, pgs 343 - 346
· Modifying Styles, pgs 348 – 350
· Using Style Options, pgs 351 - 355

3. Lesson 13 on creating a Template:

· Using Word’s template, pgs 373 - 372378*

4.  Lesson 14 on Tables,  pgs 402 - 427
5.  Lesson 16 on Columns, pgs 486 – 494

6.  Lesson 20 on Mail Merge, pgs 646 - 658
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Final Exam

Review 
Turn in your lab sheets today.  It is part of your grade.
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Register for the ”Advanced Word” Class which continues after CBOT 474.
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Happy Holidays!
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