THAMES VALLEY STATE TECHNICAL COLLEGE

COURSE OUTLINE

COURSE: CSC1208/1209 WORD PROCESSING/WORD PROCESSING LAB

TEXT: Classes 1-8: Beginning Microsoft Word 5.0 by Gonzalez et al.
Classes 9-15: Advanced Microsoft Word 5.0 by Gonzalez et al.

SCOPE AND SEQUENCE

CLASS TOPICS LECTURE 1AB

1 Create, edit, save, print Chapter 1 Exercise 1-2
Using help Pages2-15
Page, character format Chapter 2 Exercises 2-4 to 2-7
Tab key Pages 24 - 34

2 Spell-checker, date macro Chapter 3 Exercises 3-2, 3-6
Page formatting Pages 50 - 57
Character formatting Chapter 4 Exercises 4-3 to 4-5
Print Options Pages 68 - 75

3 Paragraph, character format Chapter 5 Exercises 5-4, 5-5,
Edit with copy and move Pages 86 - 95 and 5-7
Print Options

4 Page formatting Chapter 6 Exercises 6-4 to 6-6
Headers and footers Pages 108 - 115
Paragraph formatting

5 Footnotes Chapter 7 Exercises 7-3 to 7-5
Search and replace Pages 124 - 132
Thesaurus
Hyphenation

6 Macros Chapter 8 Exercises 8-1 to 8-3
Tabs Pages 140 - 148
Glossary
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SCOPE AND SEQUENCE PAGE?2
CLASS TOPICS LECTURE LAB
7 Windows Chapter 9 Exercises 9-1, 9-5
Document Query Pages 160 - 170
8 Merge letters Chapter 10 Exercises 10-1 to
Pages 182 - 188 10-4
9 Two-column layout Chapter 1 Exercises 1-2 to 1-4
Summary sheet Pages2-9
Three-column layout Chapter 2 Exercises 2-1, 2-2
Pages 22 - 31
10 Style sheet Chapter 3 Exercises 3-1 to 3-4
Pages 42 - 55
11 Merging letters,mail lists Chapter 4 Exercises 4-1, 4-5
Pages 70 - 80
Mailing Labels Chapter 5 Exercises 5-1, 5-2
Pages 92 - 98
12 Creating Forms Chapter 6 Exercises 6-2, 6-3,
Hidden markers, calculator Pages 106 - 117 and 6-6
13 Creating Outlines Chapter 7 Exercises 7-1, 7-3,
Pages 132 - 143 and 7-5
14 Sort records Chapter 8 Exercises 8-1, 8-4

Sort paragraphs

Pages 156 - 163
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15 Table of Contents Chapter 9 Exercises 9-1, 9-2,

Index

Pages 170 - 180

and 9-6
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WORD PROCESSING LAB ASSIGNMENTS

LAB NUMBER ASSIGNMENT
1 Exercises 1-2 1 printout
2-4 1 printout
2-5 1 printout
2-6 1 printout
2-7 1 printout
2 Exercises 3-2 1 printout
3-6 1 printout
4-3 1 printout
4-4 1 printout
4-5 1 printout
3 Exercises 5-4* 1 printout
5-5% 1 printout
5-7* 1 printout
4 Exercises 6-4* 1 printout
6-5* 1 printout
6-6™ 1 printout
5 Exercises 7-3* 1 printout)
7-4% 1 prmtout
7-5* 1 prmtout
6 Exercise 8-1 1 printout
8-2 1 printout
8-3 1 printout
7 Exercise 9-1* 1 printout)
9-5 tep a should read:
Type the letter in Figure 9.6.
(1 printout)
8 Exercise 10-1 3 merge-print printouts
10-2 4 merge-print printouts
10-3 4 merge-print printouts
10-4 4 merge-print printouts

* Exercise requires file on accompanying Student Data Disk or a hard copy of the specified file.



SCOPE AND SEQUENCE

LAB NUMBER

10

11

12

13

14

15

Exercise

IExercise

Exercise

Exercise

Exercise

Exercise

Exercise

ASSIGNMENT

1 printout
1 printout
1 printout landscape orientation
1 printout landscape orientation

1 printout§

1 printout
1 printoutg
1 printout

1 printout%

1 printout
1 printout
1 printout
1 printout

1 printout)
1 printout
1 printout

1 printout
1 printout
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1 printout§

2 printouts
3 printouts

1 printout)
1 printout
1 printout

* Exercise requires file on accompanying Student Data Disk or a hard copy of the specified file.
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