Instructor - Brian K. Toren
Assignment 1 Word Exercises
ICS120-50



Assignment 1 due – 05/13/2012 - Not accepted after 05/20/2012
Seven Points deducted if received between 05/13/2012 & 05/20/2012
.

Do not ignore these assignment dates. E-mail me if you have any problems meeting them.

Each week I correct the exercise;  explain what is wrong;  provide a hint or reference on how to fix it and; give you one chance to correct errors and resubmit exercises in error for credit. However, they need to be submitted before or with the next week’s exercises.

Have you read the syllabus? If not you should do so before continuing. 

There are four exercises and one extra credit exercises for this Class. Exercises 1 and 2 are worth 20 points each. Exercise 3 and 4 are worth 10 points each. The extra credit exercise is worth 10 points;. Make sure you save all exercises before you e-mail them to me at btoren@yahoo.com. Make sure the subject line in the e-mail identifies the assignment and exercise. Each exercise is to be treated as a separate word document file. Please attach and email them all at one time, not one at a time as you finish them. This includes the Extra Credit exercises.

Two words about saving: save often! There is nothing worse than completing or almost completing an exercise and then experiencing your application program quitting or your computer crashing and have to do it all over again. The first time the document is saved give it a title. The title format is: (your last name) (Assign #) (Ex #). This procedure will help in finding and exercise quickly should you need to. I should all files upon completion of every paragraph, or whenever a change is made.  It is possible for the exercises you e-mail to get lost either by the Internet or by your instructor. If this happens and I say, “I don’t have an exercise,” if you have saved it you can just e-mail it again and not have to do it all over. It is also important tht you keep those files to use in other exercises and to resend to me if necessary

It is important to read all assignment exercises sheet in their entirety before you start the exercises. Read exercises carefully to make sure you understand them; if you do not, phone me or e-mail me with your question.

For those with little or no experience with Office 2007, I strongly recommend that you read my Help File an the subject before doing he exercise Go to my Help link lectures: “Introduction to Word” & “Menu Quick Reference Guide,” for instructions on how to perform the functions required for the exercises. Another excellent reference, if you have more unanswered questions, is the help function provided in Word. You can also call me (phone number and office hours are in my syllabus), or send me an email. Since I am on the community faculty, I do not have an office on campus.

The textbook for this assignment is “Office 2010, he missing manual,” Nancy Conner and Matthew Mac Donald. O’Reilly press. This book can be purchased at the school boostore, at Barnes and Nobel, or on line. The US price is $39.90 at a bookstore.

In reading the parts of the book listed here and in other assignments there will be things that are not covered in this course, but may very well come in handy in the future. At least you will know where to look if needed. You should read to the extent you need the information to do the exercises. This means a lot of reading for some, somewhat less reading for more experienced and a reference when required for everyone. 

Readings For the first assignment and part of the second assignment:

The help file on Word at my web site, www.briantoren.com.

Office 2010 manual

For those of you unfamiliar with Microsoft Word or switching from Word 2007 to Word 2010, read: Introduction 1 – 10

Also for those unfamiliar with Microsoft:

· Basic Word Processing, pages 11-34.: 

· Editing and Formatting, pages 35-48 (and part of 59), 54-57 (and part of 58), 53-75. Even if you are experienced in Word, it may be worthwhile to browse these chapters to pick up hints and shortcuts of which you are unaware.

Everyone: 

· Creating a Table from Text, page 85 ( There doesn’t seem to be a section on table to text, but there should be a choice in the list of going from teat to table to go from table to text). 

· Inserting pictures, WordArt, and adding charts and diagrams, pages 96-117

· Spell Checking and Grammar, pages 115-128.

· Columns, Text Boxes, Page Breaks, Text Wrapping, pages 200-205

· Tracking Changes, pages 223-228

· Hypertext: www. briantoren.com. Click on Help Link––>Word––>Hyperlink in Word

· Bookmarks, pages 170-173

· Printing Labels, pages 147-148:  While not covered in this course, those interested can read about merging names and addresses with documents on pages148-154

In reading the parts of the book listed here and in other assignments there will be things that are not covered in this course, but may very well come in handy in the future. At least you will know where to look if needed.

Remember: save often, save often, save often! Some exercises are required in future assignments.
Assignment 1 Exercise 1 (20 points) There are five parts to this Exercise.

Part 1 Open Microsoft word and type the following:

Your Name
Your Address
Your Telephone Number
Your Preferred Email address – If you don’t have an email address call  me; you should have one at Metrostate.

Part 2 Answer the following questions; the information is the on Syllabus

a) How long does this course last?

b) When are Assignments due, if late, how what are the penalties.
c) When is an assignment no longer accepted?

d) Where is the information on due dates listed?

e) Do you have Access on your computer (be sure to check this, don’t just assume it)?

f) Can you buy Access for the Mac?

g) How do you do Access Assignments if you don’t own Access Either with Windows or with the Mac?

h) What date is the last  day of this class?
Part 3 Write four paragraphs (three or four sentences per paragraph) on the following (you will need these four paragraphs for Assign 2 Ex 2): 

a) A little about yourself

b) What is your experience with Office 2007?
c) What you expect from this course?
d) Something exciting or important that happened to you in the past year?

Part 4 

a) Left align the first paragraph.

b) Right align the second paragraph.

c) Center the third paragraph.

d) Block align the fourth Paragraph (aligned both right and left)

e) Convert one sentence to the color red.

f) Convert a second sentence to a different font and font size.

g) Bold, Italicize and underline a sentence

Part 5 Add a header and footer. To access the header and footer, go to the tab on the Ribbon bar labeled “Insert” Once there look for the Function Set title Header & Footer.  There will be three icons in this Function Set the Header, the Footer and the Page Number. Each of these has a pull down menu that gives you more options. For both the header and the footer choose the Blank (three columns option). A new tab will open titled Design. This will contain the icons to insert page numbers, date, etc. wherever you have the insert icon blinking. There will be a preset Left tab, a Center tab and Right tab for your entries.
In the header:

Enter Your Name on the left side, then click tab and the insert line will tab to the center of the header. Enter the class number and exercise number in the middle. Tab again to go the right edge of the header and enter the date on the right side 

In the footer:

The page number should be entered on the far right of the footer.

Create this identifying Header and Footer for every Microsoft word exercise from now on.

You must put this information in each word exercise you send in. Make sure you change the exercise number information for each exercise. 

Note the header and footer on this document. It should appear in light grey. Once it appears, you can double click on one of the grey letters, the information in the header and footer will turn black and the rest of the text in the body of the document will turn light grey. You can now make changes in the header and the footer. To go back to the body of the document, just double click on a grey letter in the main body. The header and footer will once again turn grey, the body text will become black once again, and you can make changes there. 

Assignment 1 Exercise 2 (20 points): 

It is critical that you read the section on tab use before doing this exercise. Click on the “Help” link and then “Introduction to Word,” it will download as an Office document. Then go to the section on “Using Tabs.” 
Now that you have read “Using Tabs” in the “Introduction to Word” lecture on my web site, create a Lifeline document that lists ten major events in your life. 

The first eight events are events in the past. The last two events are events that you expect to happen in your future. Start each event on a separate line, but without line breaks between lines. This means depressing the enter or return key only once after creating a line each time depressed creates a line break. Depressing it twice enters two line breaks and creates a new paragraph. Now list:

a) Date of the event, 

b) Short title of the event, for example, Born, and 

c) Short description of the event, example I was born in Des Mines Iowa.
Each line of data should be short enough fit on one line.
Example

1935
Born
St Paul, MN

1938
Moved 
Luverne MN

Notice how the entries line up because of the tab choices in the above ruler (you can see these by selecting a line e.g. click on the 1935 line). You must align your entries using tabs; otherwise, you will not be able to do some of the future exercises properly. Since you will be using this information for other exercises, make sure you save it.  If you click on the Show Hide [image: image1.png]


 button in the standard Toolbar You can see where all paragraph breaks, spaces and tabs are located. Tabs are signified by an arrow ”(.” which appears midway between the words it separates.  If there is more than one ”(.” between the words then there is more than one tab. For this exercise, there should only be one tab between the subject entries. 

To gain proficiency in Clip Art and WordArt do: Hands-on exercise 3 “Clip Art, WordArt and Symbols” on page 181 – 187 “Microsoft Office Word 2003.” These are practice only you need not send in.
Assignment 1 Exercise 3 (10 points):

Before doing this exercise, read the section on  “Tracking Changes” in the “Introduction to Word” document.

Revise some of the text in part three of exercise 1 using the “track changes” tool. Make changes to at least three different entries. NOTE: be sure to turn off “track changes” for the rest of the exercises.

Assignment 1 Exercise 4 (10 points): Read the Section “Table from Text” in my Introduction to Word for this Exercise

 Convert the Lifeline that you created last week to a three-column Table. Before creating the table, enter a line break or two at the end of the list with the enter (PC) or return (Mac) key. Select only the lines that have text in them when doing the conversion.  

Use the “Text to Table” function to do this. This is where the proper use of tabs in creation of the Lifeline is a requirement (there can only be one tab between each entry); otherwise the table won’t create properly.
Assignment 1 Extra Credit Exercise (10 points): 
Correct the spelling and grammar in the following three paragraphs. 

Every document should be carefully checked before it are distributed. Spelling and grammatical errors make the author look unprofessional and illiterate and their is nothing worse than allowing a first impression too be won that makes you appear slopy and disinterested. a document full or of misteakes will do exactly that. A lot of people do not realize how damaging a bad first impression can be and you do not get a nother chance to make a first impression.

This Dokumenthas a lot of mispelledwords to demonstrate the use of the spelling cheker program that comes with Microsoft WOrd. An automated spell check is a absolute necessity in today's world because most of the students do not know how to spell worth a flip. The spelling chekerdoes not always know the the spelling of proper names, such as Robert Grauer and if you misspell a proper name you are out of luck.. 


The automated grammar check will not detect every error as the previous paragraphs demonstrates. The English language is just to complicated for the grammar check to detect every error, to detect every error, or even most errors. Hence, there is no substitute for carefully proof reading a document your self. Hence, there is no substitute for carefully reading a document your self Note, too, that unlike the spell check, the grammar check is subjective, and what seems appropriate to you may be objectionable to someone else. 

Brian K Toren

btoren@yahoo.com
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