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Introduction to Word 2000 CP0101 %

Course: " Introduction to Word Processing
Course Description:  This course will provide an introduction to word processing. A thorough

understanding of word processing is achieved through hands-on
assignments, Prerequisites: CPO100 or kevboarding skills of 20 words per

e,
Instructor: William Shaw
Office: C207
Phone: (780) 539-2713 E-mail: shaw(@uprc.ab.ca.
Office Hours: MWE 11 am-12 noon and by appointment.
Textbook: Chuick, Nimple Microxafi Word 2000 by Linda Ericksen, Prentice Hall,

Upper Saddie River, N1, 1999,

Course Objectives:  Upon completion of this course, students will have a general working
knowledge of Word 2000, switable for practical application, with course
work, within the depariment.

Attendance: Students are responsible for all material covered in class and in the text,
Students are reminded that the course 15 experiential and attendance is a
eritical suecess factor,

Assignments: Assignments arc duc al the beginning of class, Late assignments will be
graded with penalty points on an individual basis.

rading: The student™s final grade is computed as fbolows:
Final Exam; 30%
Tests: 3%

Assigaments: 30%
Allendance: 109
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Semester Course Schedule
Weeks | Subject Assignment
l Vit | — Gietong St bl Flw jew Chunesdions
Start Microsofl Word 2061 Tasks | =7

Become Familar with the Word Interface
Lise the Word | lelp sysiem

Create a document using & Word wizard
Save a document

Print a document

Exit from Word

On Your Own Projects 1 - 5
Crraded Axxigmment; Project 4

] Limit 2 — Creating and Editing Documents Review Questions
s Create a document from a blank document | Tasks | -9
*  Move uround a document On Your Own Projects 1 - 3
s [Delete charocters Cirgeled Assigrmient: Project 4
s Insert text and type over fext Test #1 — Units | and 2
#  Lindo o sk
»  Check spelling and grammar
»  (pen and close decuments
o Swilch between open documenis
»  Preview a document before prinding it
3.4 Unit 3 — Mose Creating and Ediling Documents Review Questions
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Creale an envelope

Create mailing labels

Create o document vsing a template
Select text and delete selected text
Cun, copy, and paste text

Use Find and Replace

Change document view

Tasks 1 -7
Cn Your Own Projectz [ - 5
Crradeed Assignment: Project 3

56 Linit 4 — Formatting Documents Rcvicw Cuesstions
o Use bold, italic, and undecline Tasks | - &
= Change the font, size, color, and ather fore | On Your Own Progects | -5
attributes Uraded Azsigmment: Project 2
- Chang: Ll Elignnﬂ;nt Tewd B2 — Umis 1 and 4
s Change line spacing
*  |ndent parugraphs
»  Sel custom Tab stops
7.8 Unit 3 — Awtomating Tasks Review Questions
Format 1ext using built-in siyles Tasks | - 8

Use AurtoC orrect

Edit Autol! omect enfries

Use AutoText

Ulse AwtoF ormat

Crente bulleted and numbered lists
Lise borders and shading

[nclude special symbols

O Your Own Projects 1- 5
Crraded Assignment; Project 4
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CPHOE Course Schedule

Semester Course Schedie cont'd

Weeks Subject Assignment
&, 10 Lhnit £r = Fommmitd g, Pages aod Exhancing Review Cuestons
Documents Tasks [ -9
= Inscrt breaks On Your Own Projects | - §
*  Change page margins Ciraded Assigrnrent: Project 2,
s  Insert page numbers 3
®  |nsert headers and footers Tent B3 - Lnits 8, &
#  [mmerl foolmles
» Cregle a able
#  Creafte a charl from fable data
o LUse WordAr
* [nclude a praphie
11,12 Umit 7 - Merging documents Review Questions
o Llse Mail Merge Helper Tasks 1 -5
s (reate the data source On Your Own Projeces 1 - 3
= Edit the main document Crreeded Axsignment: Project |
s Nlerge the documents
»  Create merged labels
13 Review: - Week 13 will be used to prepare for the Bl
final.
TBA Final Exam Review Final Exam ==




