CBOT 680 CA LA--Advanced Word for Windows


Name ____________________________
Fall 2007; CRN 90993; Tues, 6:30 – 9:35 pm


Instructor:  Carolyn Jung, (650) 306-3213

Office:  Bldg. 13, Room 203




jung@smccd.edu  
Text:  Microsoft Office Word 2003; Comprehensive; by Deborah Hinkle, McGraw Hill; ISBN 0-07-223209-9
Syllabus

	Oct. 23, 2007—Tues.

Lesson 23

Fields, pgs 804-817

Requires 1 file:

1.  ElMorro

Homework

Do:  Ex 23-14, pgs 821 - 822
Do:  Ex 23-15, pgs 822 - 823
Do:  Ex 23-17, pgs 824 – 825.
Fill in your Lab sheet.

	Oct. 30—Tues.

Lesson 25 

Macros, pgs 864 - 884

Requires 5 files:  

1. Addrtext.doc

2. AppleLetter.dot

3. Bike1.doc

4. GoldenLetter.dot

5. Golf.doc

Homework

Do:  Exercise 25-18, pg 887 – 889.

Do:  Exercise 25-20, pgs 890 – 891.

Do:  Exercise 25-21, pg 892 – 894.


	Nov. 11—Tues.

Lesson 26

Footnotes and Endnotes, pg 908 – 922.

Requires 1 file:

1. Primer

Homework

Do:  Exercise 26-13, pg 926 – 927.

Do:  Exercise 26-15, pg 928.

Do:  Exercise 26-16, pg 928 – 929.


	Nov. 13—Tues.

Lesson 27

Outlines, pgs 936 - 949

Requires 1 file:

1.  Primer3

Homework

Do:  Exercise 27-9, pg 952 – 953.
Do:  Exercise 27-11, pg 954 – 955.
Do:  Exercise 27-12, pg 955 – 956.

Fill in your Lab sheet.

	Nov. 20—Tues.

Lesson 28

Indexes and Table of Contents, pgs 962 - 977

Requires 1 file:

1.  Primer

Homework

 Do:  Exercise 28-11, pg 981 – 982.

Do:  Exercise 28-12, pg 982 – 984.

Do:  Exercises 28-13, pg 984 – 985.


	Nov. 27—Tues.

Lesson 21 

Diagrams & Charts, pgs 730 – 761

Requires 6 files:

1.  Growth

2.  Revenue1

3.  GrowthData

4. Growth1.xls

5.  ClientSat.xls

6.  Categories.xls

Homework

Do:   Ex 21-19, pgs 764 – 765.

Do:  Ex 21-20, pgs 765 – 766.

Do:   Ex 21-22, pgs 766 – 767.


	Dec.4—Tues.

Lesson 24

Electronic Forms, pgs 830 – 846

No requires files.

Homework

Do:   Exercise 24-16, pgs 849 – 851.

Do:  Exercise 24-17, pg 851 – 852.

Do:  Exercise 24-18, pg 853 – 854.
Do:  Exercise 24-20, pg 856 - 857

	Dec. 11—Tues.
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Final Exam
Note:  Turn in your Lab sheet today before you leave.  It is part of your final grade.
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