Printed Solutions Guide

Lesson 1 — Understanding Word Basics
This lesson does not include end-of-lesson files.

Word 2003 Page 1 of 173



Printed Solutions Guide

Lesson 2 — Creating and Editing Business

Hands-On Exercises

Letters

Hands-On Lesson 2

Fehruary 10, 2004

Is. Sandra Evans

Vice President of Operations
Integrated Office Solutions, Inc.
2756 Industrial Lane, Suite 104
Log Angeles, CA 20024

Dear hs. Evans:

It was a pleasure meeting with you and the rest of your staff yesterday. Both Richard
Toties atd [ were cuate impressed with your facilities and the quality of wour team. You
cettainly have a group of hard-wotking and creative people.

Our presentation was designed to give you an overview of our high-performance copiers,
laser printers, fax machines, and digital scanmers. We would like to follow up our
presertation with a live demonstration. You must see our products in action to traly
appreciate theit benefits,

Twill contact you early next week to arrange a demonstration. In the meantime, please
feel free to cantact me ifT can be of further assistance.

Regards,

Susan A dams
Sales Representative

xx: SalesLetter
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Skill Builder Exercises

Skill Builder 2.1 Create a Block Style Letter

Tune 26, 2001

Mz, Melissa Thompson
Customer Service Representative
Urbana Software Services

210 Ivranhoe Way

Uthana, [L 61801

Dreat M. Thomps oy

Twould like to take this oppottundity to thank you for your excellent customer service.
Vou were patiert, courteous, snd very helpful The installation assistance you provided
wrag ivvalushle. [ also appreciate the overnight delivery.

I have already put wour program to good use. As you know, application programs can
boost personal productivity. Your program has allowed me to manage my business much
maorte effectively. The program is also a lot of fin.

[ have enclosed the $45 fee you requested. Please send me a receipt and a catalog.

Sincerely,

Drenize Smith
& dministrative Assistant

XX
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Skill Builder 2.2 Use the Office Clipboard and Drag and Drop

Professional Contacts

Attorneys

David Roberts, Attorney
Lisa Wilson, Attorn ey
Willlamn Burng, Attorney
Wilma Johnzon, Attorney

Dresigners

Wanda Ewans, Designer
Betty Carlisle, Designer
Bill Richardson, Designer
Bill Jackson, Designer

Bookkeepers

Ilark Berkoman, Bookleeper
Leslie Adams, Bookleeper
Al Lawzon, Booklkesper
Allan Barnuels, Booldoeeper

Skill Builder 2.3 Use AutoCorrect and AutoText

©Copyright Rucker Technologies, Ine, 2004, All rights reserved.

Without written consent of Rucker Technologies, Inc., except as allowed by license, this
document may not be reproduced, transmitted, translated, or stored in a retrieval system
in any form or by any means whether clectronic, manual, mechanical, or otherwise.
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Skill Builder 2.4 Edit a Document

MAINE—THEFPINE TREE STATE

MMaine iz recognized as one of most healthfisl states inthe nation with summer
temperatures averaging Y0°F and winter temperatures averaging 20°F . It has 3,500 miles of
coastline, is abogt 320 miles long and 210 miles wide, with a total area of 33,21 5 square miles or
about as big as all of the other five New England States combined. It comprises 16 counties with
22 cities, 424 towns, 51 plantations, snd 416 unorganize d tovenships. Aroostook courty is so
large (6,453 square miles) that it covers an area gredter than the combine d size of Connectiout
atud Fhode Tsland.

Maine shounds in natural assets—542620 acres of state sndnational parke, including the
O2-mile Allagash Wilderness Waterway, Acadia National Patk (second most visited national
patk in the United States), and Baxter State Park (location of Mt. Katahdin and the notthern end
of the Appalachian Tradl). Maitie has one mountain that is spprodimately one mdle high—Tut
Katahdin (5,268 fl. above sea level) and also claims America's first chartered city: Vork, 1641

Maine's blueberty crop is the largest in the nation——22% of the low-bush blueherries in
the United States. Potatoes ranl: third in acreage sndthird in production nationally. Maine is
nationally famed for its shellfish, over 46 million pounds of lobster were hatvested in 1997, The
total of all shellfish and fin fish harvested was approzimately 237 million pounds with a total

value of $273 mdllion in 1997,
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Skill Builder

2.5 Create a Personal Style Business Letter

Today’s Date

M. Take Wilson

Rebate Manager

Sietra Snowhoards

4200 University Avenue
Betkeley, Cé 94702

Dear M. Wilson:

Thank you for your excellent adwvice onthe snowboarding equipment I recently
purchased. Bietra Snowhoards certainly has the best equipment in the business.

I wowld like to know when [ can expect the rebate on the board I purchased. [ mailed in
my tebate coupon last month and I have wetto heat from the company. Do rebates
nomally take this Iong? Please contact me as soon as possible at (5100 223-3344. Thank
yo for your assistanice.

Sincerely,

Melissa Jackson
1223 Appian Way
El Bobrants, CA 24803

Word 2003

Page 6 of 173



Printed Solutions Guide

Assessment Exercises

Assessment 2.1 Create a Modified Block Style Letter

Today’s Date

M. Suzanne Lee

2445 South Princeton Street
Chicagp, IL 60628

Dear Irs. Lee:

Thank ou for your irderest in the Back Bay Users Grromp. We will be holding an
otientation for newr wetnbers on the first Threday in April at our headguarters.

Please let us know if you can attend by calling the phone ruber on this letterhead. Or, if
you prefer, you may respond in writing or via eail.

Sincerely,

Jack Bell
Ilerbership Chair

Assessment 2.2 Edit a Document

Today's Date

Ilr. Roosevelt Jackson

2 Spring Street

Ml artirralle, HI 02836

Dear Mr. Jackson:

Thank ywou for your recent letter concemingback injuries in your office. Yes, back injuries are a
cottron problem for office wotkers today. It was estimated by the 113, Bureau of Labor
Statistics that in one year over 580,000 employees took time from work due to back injuries.

Encourage ywour office employees to make certain their work suface is &t a comfortable height.
They should also be encouraged totake frequent breaks from their desks.

Please contact ty office if you would like more information.

Sitwcerely,

Elaine Boudrea
Ergonomics Specialist

Word 2003 Page 7 of 173



Printed Solutions Guide

Assessment

Animal, Yegetable, or Mineral?

Animals

Lion

Elephant
Giraffe

Tiger
Hippopotatss

Vegetables
Turtip
Potato
Carrot
Corn
Sguash

Iinerals
Silver
Emerald
Quarttz
Dolotnite

Mote: Student files may reserable the exaraple shown below, Varilations are also possible.

February 10, 2004

Marng
Coruparey
Address

City, State Zip

Diear Customer:

We are pleased to anmounce owr new solume discount prograr for cwrrent and new
custorers. We appreciate your bisiness and want to encourage you to expand your
husingss with Big Tirae ¥ideo Distribatars.

Char new prograrn will begin Iarch 1, 2004, You will recefve a voluree discount for the
current guarter based upon your volume i the previous quarter. The discount schedule is
as follows.

Violurae in Previous Cuarter Discount Percentage
$50,000 10%.
$100,000 15%
$200,000 5%

In order to gualify fior this offer, ou rmst respond within 30 days of receipt of this letter.

Please fill out, sign, and retwm the enclozed card to be gin rece fving your discount.

Sincerely,

Dionald Lrvngston
Director of IWarketing

g
Enclosure

Word 2003
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DMote: Studert files may resemble the example shown below. Variations are also possible.

Today’s Date

Diotuna Wilson

Citizen's Bank

12300 West Washungton A vetnie
Log &Angeles, CA 00024

Drear IMs. Wilson:

[ would like to take this opportunits to thank you for working so hard and securing the
best interest rate possible for me on my new automobile loan. I'm quite thrilled to be
driving such a fine cat.

[ook foreard to developing an ongoing and productive relationship with your bank,

Sincerely,

Vour natme
Vour address
Vour City, State Zip
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Note: Studernt files may resemble the example shown below. Variations are also possible.

Today’s Date

Donna Wilson

Citizen's Bank

12300 We st Washington Avere
Los Angeles, CA 90024

Deat Ms. Wilson:

Tarould like to take this oppottuanity to thank o for wotking eo hard and secuting the
hest interest rate possible for me on my new avtomobile loan. I'm gquite thrilled to be
driving such a fine car.

Recently, I started a new gardening business snd I'm interested in securing ecquipment
financing and possibly a line of credit. T understand that Citizen's Bank has an 3BA loan
program and credit lines available to small businesses.

Flease send me a literature package on your small business financing programs. [ look
forarard to recedving the package and cordining ou todually beneficial relationship.

Sincerely,

Your name
Your address
Your City, State Zip
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Mote: Studernt files may resemble the example shown belowr. Variations are also possible.

Today’s Date

Mame

Cotp atny
Address

Cityr, State Zip

Dear Customer:

Your 2003 tax package iz ready. Please notify us if you wart it mailed to you. Otherwize,
we look forward to seeing you when you stop by our office to pick it up.

Diidd o ko that wou can save money and eatn bots tdles by booking your aitline
reservations directly though the aitline’s Web site? We are providing the following URLe
for ywour convenience:

Lmerivan Allines - W, a8, 006
Southrest Aithines - wwneiflyswa com

United Aitlines - wwrw val com

Sitcerely,

Georze Wilson
Cettified Financial Planmer
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Note: Studernt files may resemble the example shown below. Variations are also possible.

Today’s Date

Donna Wilson

Citizen's Bank

12300 West Washington Averne
Los &ngeles, CA 20024

Dear Ms. Wilson:

Recently Sandy Simpeon and [ started Health-e-Meals com. Health-e-Deals delivers
health conscious meals to homes, businesses, and school lunch programs. Customers can
order online throwgh our Web site or theough our 200 mumber. Our business has grown
rapidly and we are geating up for major expansion this coming wear,

In cut most recent motth, aw revenues reached $20,000 with a gross profit of $7,000.

Ot reveriies have been growing o an armalized rate of 130% for each of the past six
months. We anticipate this growth rate to accelerate this coming year to an anmialized
rate of 200%.

We are interested in establishing a $100,000 credit line with your bank to help finance the
expansion of our business. Please send me information on your small business financing

programs. Once I receive the information, I will contact you to schedule an sppointmert.

Sincerely,

Four name
Yo title
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Lesson 3 — Creating a Memorandum and a Press
Release

Hands-On Exercises

Hands-On Lesson 3

MEMO TO: Bill Watson

FROM: Lashanda Robetson

DATE: February 10, 2004

SUBJECT: Flexico® Press Release

I have attached apress release to armounce the launch of our new MMaxFlex™ line of
fabrics. Please review the press release and let me know if you have comments or

Auzgestions. I will submit this press release to the media organizations next week.

X
Attachment
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Flexico Announces MaxFlex Fabric
Press Release

Flexico, Inc.

Announcement

San Francisco, CA—TFebrary 16, 2004—Flexico, Inc. today atmounced the MaxFlex
fabric for active wear. This revolutionary fabric is designed by Flexico and allows for
maxitmum range of motion while providing support, comfort, and moisture protection.
MaxFlex fabric is ideally suited for active wear such as biking, hiking, and aerohics
attire.

Delivery and Availability

MMaxFlex products are expectedto reach retailers shelves by the third quatter of this year.
Look for the distinctive Flexico logo and the MaxFlex trademark, IMaxFlex products will
be available at most quality sporting goods stores.

MaxFlex Styles
Initially, MaxFlex fabric will be available in two weights and a vatiety of colors. Contact
Flexico or your distributor for information and samples.

About Flexico
Founded in 1922, Flexico is a leading marmifacturer of fabtics for active wear and
outdoor activities, Flexico fabrics are used in fine active wear products wotldwide.
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Skill Builder Exercises

Skill Builder 3.1 Practice Formatting

The Wilson Family
Is Having A

Big Yard Sale

Stop by our home at 22 Maple Street in Walnut Grove an July 21 far the
yard sale of the summer! 'We'll have furniture, toys, electronics, children's
clathing, and much mare, We start at 8:00, so arrive early, and be prepared
to find bargaing, one-of-a-kind items, and rare antiques!

Skill Builder 3.2 Create a Memorandum

MEMO TO: Jason Alexander

FROM: Tamika Jackson

DATE: Today’s Date

SUBJECT: DMlonthly Saleshdeeting

Char monthly sales meeting will be held in the conference room at 10:00 am. on
Thursday, July 24, Please hing your sales forecast for August and be preparedto
discuss any important accounts that you wishto. [ will give wou a presentation on our
new products that are scheduled for release in September. T look forward to seeing sou
ther.

XX
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Skill Builder 3.3 Use Spell Check and Find and Replace

Tuoday’s Date

Mr. Juan Lopez
Editor-in-Chief

Western Wildlife Publications
1450 Patker Lane

Wentura, CA 93003

Dieat Mr. Lopez:

A& short titme ago, [ subsetibed to Bird Wafcher magazine and I am enjorying it
immensely. Tour monthiy tips have heen especially useful. T have spotted more than
twenty new species in oy local area since [ first subscribedto Bird Watcher. Keep up
the zood work!

One thing that I would like to see more of in Bird Whfcher iz recommendations on hird
watching sites in the Westem United States. I am especially interested inbald eagles and
golden eagles. [ would appreciate arry suggestions you may have,

Sincerely,

Tagon Torval
450 Lighthouse Lane
MMarhattan Beach, C& 90266

Skill Builder 3.4 Edit a Business Letter

Today's date

Ie. Sugan Ota
1258 Larar Bhed.
Dallas, TX 95240

Diear Ivls. Cita:

We are pleased to inform wou that your account has beer approved for a credit live ierease. Vour outstanding credit
rating and responsible use of your account has enconraged us to take this action.

To activate the increase, you will need to send us a check for $25. Please write yow ZIP Communications account
nureber on your check and send it to the address listed below. ¥ou may aleo add the $25 fee directly to your account
balance. You can do this by calling 1-800-755-2222 and speaking to an account representative.

Sincerely,

Pat Ilarghall
Financial Services Consultant

ZIF Corarardeations
PO Box 258963
Kingston, KY 40285
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Assessment Exercises

Assessment 3.1 Use Spell Check and Find and Replace

Noie: Stodent files may resernble the example showm below. Variations are also possthle.

Clavicle Fractures

Fonr shoulder s a comples group of four bones, fore jomts, and mamerons
lizaments and tendons . The elavicle—or collathore—is the long, nanow bone postioned
towrard the fiort of your shoulder. The remaiung bones that makeup the shoulder are
kncram as the lmers, the scapula, and the stenmm. Becanse these bones are sonnected
to one armother throngh the sanounding joints, igaments, and tendons, fjury to any one
bone can affect flewbility and range-cf-motion m the ertive aea of yoar shoulder. The
clavicle cormects wour scapula (shoulder blade) to your sterroam (breastbone). It is ome of’
the most conuronlybroken bones in the body, Most clavicle fachires ocour after bhant
trammaor after falling from a sigmificart height and landing onthe pont of the shoulder.
Inthe later case, the foree of' the fall is transmitted to the clavicls.

When treating clavicle frachares, mrgery is only recormended if' the fractore is
severe or nmltiple (broken m more than ome place). Inmost cases, treatment for clavicls
fractores is norinvasive and mchides immobilization (weanng a shoulder sling). How
long your shoulder 15 imumobilized depends on the extert ofthe fracture, at s typicalby
for a perind of taro to eight weeks. Immobilization liwits ramge-oftnotion of your arm
and shoulder and allows the fracture to heal properly. Aftertreatment, whether surgical or
nowinvasive, youwill have a series of follow-up appointments with wour doctor to assess

your progress and montor for conplications. Fortanately, bngterm conplications of

clavicle frachures are rave and most patisnts regain fiull ranze-cf-motion and use of the

joirt and surrounding avea.

WWord Replace With Number of Replace ments
breaks fractures 5
collathone clavicle 2
movermert range-offmation 3
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Assessment 3.2 Work with Date & Time, Spell Check, and Find
and Replace

IWlarch 3, 2004

IIr. Dan Heywood
573 Satmaro Dive
Soottadale, AT 85250

Deear Mr. Heyrwrood:

People who are responsible with their credit deserve sormething special. People who pay their
bills on tiree deservre something special. People who spend thew monesy wizely deserve
something special. And you, Wr. Hesnwood, ave one of those special people.

You deserve to pay less for a credit card than other pecple do. Vou deserve a card that that will
save FOU money on new purchases. You deserve a card that can earn you free travel. Ves, asa
card member you will automatically be enrolled in our Flight Bewards plan.

Ilost ireportant of all, our corgpany will provide you with the excellent customer service you
deserve. Our operators are svailable 24 hows a day—seven days a week, Char billing department
will prowide you with a billing surarnary at the end of the wear o even quarterly if wou request it.

IIr. Hewwood, please complete the attached form and mail it todasy, Vour reguest will be
processed, and youwill be ahle to use your new card within 30 daye.

Sincerely,

John Barrett, President

Word or Phrase Eeplace With MNumber of Replacements
Dian Ivlr. Heyrwroood 3
families pecple 3
special consideration something special 3
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Note: Studert files may resemble the example shown below. Variations are alzo possible,

Today's Date

Ms. Amanda Jackson
Amanda's Bookstore
3420 Colordal Lane
Atlarta, (4 30308

Dear Ms. Jackson:

T can't tell yrou how much I engoy your weekly poetry readings. Because of your readings
I'we had an opporianity to meet many of the aress most prowdsing poes.

Tarould like to suggest that vou alzo hold monthly book sighings by local and national
authots. Book signings would help wou attract an aadience that may not attend wour
poetty readings. [ hope you will consider my suggestions.

Hincerely,

Your natme
Your address
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Mote: Student files may reservble the exarple shown below. Variations are also possible.

Today's Date

Narme
Cornpany name
Bddress

Cityr, State Zip

Dlear Salutation:

&5 the Executive Director of the Southside Coalition for the Homeless, T would like your
support for the construction of a new shelter for single rmothers and their children. &5 you
know, the coalition provvides services for homeless people throughont the area.

b5 a contributor, corporations recefve several irportant benefits. Fivst, all contributions
ate tax deduetible. Second, the coalition publicizes the names of allbenefactors thus
projecting a positive irmage in the comraunity. Third, the coalition's extersive job training
prograt prepares indrviduals with the skills necessary to cormpete in the marketplace. We
eheonrage all of our traivees to take positions with our benefactors.

Onr nevr shelter will cost $250,000 to construct and $185,000 per year to rmaintain. We
are asking for donations of $10,000, $15,000, and $25,000 for construction. We are
asking for donations of $2,500, $5,000, and $10,000 towards anral maintenance and
services.

Thank you in adance for your support. We look forward to recefving ywour donation and
working with yon on this project.

Sincerely,

Bill Patterson
Executrve Director

Note: Student files may resemble the example shown belowr. Variations are also possible.

3rd Party Dictionaries Available for Use With Word 2003

Wintertree Softwrare, wanr wintertree-software com, various spelling, grammar, and
thesaurie dictiohaties for Windows, Office, Tava, and other operating systems

Inductel Jcientific and Technical Dictionaties, www inductel com, scientific and
technical dictionaries

Apellex Development, wane spellex com, spelling dictioharies for medical,
pharmaceutical, legal, biotech, and dental professions.
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Note: Student files may resemble the example shown below. Variations are also pogsible.

MEMO TO: AllBiz Time Video Employees

FROM: Tanisha Jolms on

DATE: Today’s Date

SUBJECT: Big Time Discount Card

T am pleased to announce a Big Time Dizcount program in association with othet local
companies. Effective the first of next month, all employees will receive a Big Time
Dizcourt card that will provide a 10% off all purchases made at patticipating businesses.
We are offering this program to help our employees save money and to show our

appreciation for the hard work youdo. A list of paticipating organizations will be issued
withit a few days.
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Lesson 4 — Creating a Simple Report

Hands-On Exercises

Hands-On Lesson 4

COMPUTER TECHNOLOGY IN THE TWENTY-FIRST CENTURY

O society has changed from a manufacturing-orented society to an information
society. Those with access to capital had power in the early 1900s. In the twenty-first
cettury, however, power will come from access to information. The amount of
wotldwide information is growing at a rapid pace. Computer technology is responsible
for tauch of this growdh, but it can aleo help us manage the information.

Information management is an important use of compter technology. Daryl
Richatdaon of Harmond Techmology describes four other reasons why the average person
may want to acquire thorough knowledge of computers.

Computer skills are becoming more important in the
buginess world. Mary companies need employees with
excellent computer skills,

The Irternet snd other information resources provide
access to a global datsbase of information.

Computer skills can often simplify one’s personal life.
Computers can be used to entertain, to manage finances,
andto provide stimwlating learning exercises for children.

Using compaters can provide asense of accomplishment.
Ml aty people suffer from “computerphobia” Learning to
use computers often creates a feeling of commection with
the information age.
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THE INTEENET

[An Evoliticn and a Fevohition

The Internst 1s largely responsible for the infhrmation explosion we ses today. Mamy
paople and organizations contibuted to its developmart cver many years. The following
tahle showes some high points in the evolation of the Iitemet.

Year Event Responsible Perron/Agency

1963 AFRP finet A dvanced Research Projects Agzency

1570 Barkhone is built Hational Science Foundation

1909 TWNW proposal Tum Berners-Lee at CEEN

1993 First graphical biowrser Mare hndressen leads HCS4 team

1994 Hetseape is bom Mare dndressen and Jim Clark
[Search Engines Il

o

0

Enowring how to access information on the Iterret typically means that you need to be
familiar wath search engines. Some of the best Jmown search engines inchade:

Google

This search engine is tops on many people’s List.

ANTheWeh

This search engine provides 2 highly-relavant hit list.

Tahoo

Tahoo is the oldest directory-type search engine and a favorite of marny.
MEH Search

MEH relies heavily onlurnan ediors to make sure the hits wou zet ame
me .

AOL Search

This built-in search engine is a nice cormrenience for A0L members.
A5k Jearves

This was one of the firdt natural langnage search engines, allowing you to pose
oy search as a question.

[Enllet podrt titles taken fiomm hitp:fanarerwi org/ConsortoamPoints)

[#7o2ld Wide Web Consortium Goals

Lo L b3

The World Wide Web Consortaam (W3C) is an crganization that sets standards for
developing conmmon protoools that promote the evobdion of the Itemet and enaure
cross-platform commmnications. Balow is a lsting of their goals and principles.

. Universal Sccess
. Sewmantic Weh

Trust

. Irtercperability
. Evolvability

&. Decentralization
7. Cooler Multimadial
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Skill Builder Exercises

Skill Builder 4.1 Create a Policies and Procedures Page

OUTDOOR ADVENTURES

Policies and Procedures

1) Medical and Injury
a) All guests must have medical insurance
by All guests must sign an injury warver
o) All guests agree to pay out-of-pocket medical expenzes meluding:
1) Injuries resulting from on-trip accidents
1) Aero medical evacuation
iii) Rehabilitation costs

2y Cancellations and Refunds
a) A full refund will be grven for cancellations with 60 days notice
by A 50% refund will be given for cancellations with 30 days notice
o) No refund for cancellations with less than 30 days notice

) Alternate Trip Destinations and Cancellations

a) Your trip may be cancelled for any of the following reasons:
1) Inclement weather
1) Poor water flow
111} Insufficient number of guests
17) Unavailability of a guide

by Your trip destination may be changed for any of the following reasons:
1 Inclement weather
1) Poor water flow
111} Insufficient guest turnout requiring reorganization of trips
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Skill Builder

4.2 Use Indents and Line Spacing

FAMOUS AMERICAN QUOTATIONS

Quotations have the pmwer to inspire and define maments in aur histary. They
are windows into the minds and lives of great people. Famous Americans certainly have
contributed their share of memarable guotations.

There was never yet an uninieresting life. Such a thing Js
an impossibiiily. insiie of the duiiest exderior, there s a
arama, 3 camedy, and a fragealy—ark Twain

We hoki these truths to be sacred and unceniabiz,; that aif
men ate created equal and incependent, that from that
equal craation they denve rights inherent ahd inalienabie,
amaong which are the presarsation of life, and libary, and
the purauit of hapniness —Thomas Jefferson

I think, at a chil's birth, if & mother could aal a fainy
godmother to endow it with the most wseful qitt, that it
would e cunosty —Eleanor Roosevelt
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Skill Builder 4.3 Create a Report with Indents and Bullets

ELECTRIC CARS

Ilany people are not aware that electric cars have beenused in the United States
for nearly minety years. Infact, bafbre the intioduction of the gasoline mtomobile,
appwoximately 50,000 electric cars soared down Armerican streets. Presently, electric cars
are gaiming attention as an effective means of nproving cur air quality, reducing
pollation, and reducing the need to import oil irto the United States.

Often referred to as “mero-srmission vehicles,” electric cars have the distinet
advantage of releasing little or no polhtion, reducing the amount of cabon monoxide in
our air. Electric cars are also quister than gasoline-fiieled cars, and the hatteries that
powrer these cars have the potertial to be recharged through rerewable sources such as
wind and solar power.

Steven Lough of Eco-Motion Electric Cars in Seattls, WA highlichts a fewr of the
many benefits of electric cars. & sommary of hus poits fHllows:

+ FElectric cars are affordable. & used car in zood condition sells for shout 32,900
and new models start ot $2,200.

+  Electric cars are three times more efficient per dollar than zasoline-fieled cars.
They mprove ar quality, limit polhition, and lessen U5, dependence onimported
coal and odl.

+  Electric cars will improve over time . Already new battenies—inchding metal-
nickel-lordride batteries and lithiom batteries—are being researched. In the
coming years these batteries will be available, doub ling and tripling the per
charge rate of these atomobiles.

Lough adds a powerfinl statement, that:

There are alternatives [to gasoline atomobiles and the
pollition and expense associaed with them].. There are
carpooling, public transportation, bicyeles,
telecomutnanic aions, and yes, electric cars.
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Assessment Exercises

Assessment

4.1 Create a Handbook Using Indents

CLASSIFICATIONS OF EMPLOYMENT

CFER Asgsorciates—C ompary Handbook

It is itmportant that youunderstand how CFEB Assocides classifies its employees.
We have establishedthe following classifications for purpozes of salary administration

and eligibdlity for overtime payment and benefits.

Full-Time Regular Employees. These ate staff members
hired to work CFER s normal, full-time wotkweek on a
regular basis.

Pari-Time Regular Employees. These are staff members
hired to wotk at CFEB fewer than thirty-five hours per
week oty a regular basiz,

Exempt Emplo yees. These are staff members of CFER
Aszociates who are not recuired to be paid overtime, in
accordance with applicable federal wage andhour laws, for
wotk petformed heyond forty hows in a workweek

Nonexempt Employees. These atre staff members of CFER
Aszociates who are recuired to be paid overtitne at the rate
of time and one-half their re gular rate of pay for all hours
wotked beyond forty hours in a wotkweek,
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Assessment 4.2 Use Line Spacing, Numbering, and Indenting

SUCCESS

The gquest for success 12 a dnving force in the lives of many
Americans. This force drives the business world and often results in huge
personal fortunes. Howewver, success can come in many forms, some of
which are listed helow.

1. Many people in America view success monetarily.

2. Our society also wiews public figures such as movie stars,
athletes, and other celebrities as being successful

3. Educational achievement such as earning an advanced
degree 15 often percerved as successful.

It iz easy to see that success means many things to many people. The
poet Ralph Waldo Emerson provides this elegant definition of success:

To laugh often and much; to win the respect of intelligent
people and the affection of children; to earn the appreciation of
honest critics and endure the betrayal of false friends; to
appreciate beauty, to find the best in others, to leave the world a
hit better, whether by a healthy child, a garden patch or a
redeemed social condition; to know even one life has hreathed
easier because you have lived. Thiz is to have succeeded.
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Mote: Studernt files may resemble the example shown helow. Variations are also possible.

MY FAVORITE FILMS
The putpose of thiz paper iz to desetibe my favorite filme and the reasons whey

each film is my favorite. Pethaps this is my first step to becoming the great film critic that

I've alwrays dreamed of becomdng,

«  Comedy—NIy favorite comedy is Liffle Shop of Horrors. 1 liked Steve Mattin's
character and found the other characters to be quite interesting and nimorous.

*  Drama—Eravcheart is undoubtedly oy favorite drama. [ loved the story and the
ain character's desire to achieve freedom.

*  Action—I'm not a big action fan; howrever, if 't forced to chooge an action film
it would be Terminafor II. The special effects and fturistic theme combine to

create a film of gripping suspense.

*  Romance—The Horse Whigrerer i my favotite love story, I enjoyed the story
atucd the main characters’ overwhelming desire for one another.
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Note: Studert files may resemble the example shown below. Variations are also possible.

GRANDMA'S GLAZED GARLIC PRAWNS

Ingredients

1 pound of peeled pravwns

& ] tablespoon olive oil
o 1/ cup coatse sea salt
e 34 cup chicken broth
e 2 tahlespoons finely minced garlic
e Jtablespoons fresh lemon juice
o 14 cup finely chopped parsley
Directions
1. Rinse the prawns, pat dry, and brsh with olive oil
2. Bpreadthe salt on alarge plate and roll the prawns in the salt. Preheat the broiler.
3. Place the prawns directly ona rack and broil 4 inches from the hedt for 2 minutes
er side.
4. E‘Ieanwhjle, heat the chickenbroth in a small saucepan over medium heat. Add

the gatlic, and cook for 2 minutes, stiring constantly. A dd the lemon juice and
parsley, and cook for | mitnate. Transfer the sauce to a serving bowl. Serve the
pravwns and dipping sauce imme diately.
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Lesson 5 — Creating a Flyer

Hands-On Exercises

Hands-On Lesson 5

Brown Bag Discussion

The Ergonomically Challenged Office

* How the setup of your of fice equipment can affect
your productivity and health.

* Questions and answers about your computer
workstation.

Where: THEBAKERY CAFE
When:  Tuesday, September 26™ at Noon

A catered lunch will be provided.

Hands-On 5.7 - 5.10 (Eco Flyer (keyboard))

Brown Bag Discussion

The Ergonomically Challenged Office

* How the setup of your of fice equipment can affect
your productivity and health.

* Questions and answers about your computer
workstation.

Where:  THE BAKERY CAFE
When:  Tuesday, September 26™ at Noon

A catered lunch will be provided.
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Skill Builder Exercises

Skill Builder 5.1 Insert Clip Art from the Task Pane

File cabinet

Car Wash
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Skill Builder 5.2 Use the Clip Organizer

Light Bulb .

Flug

Thunderstarm

Skill Builder 5.3 Edit a Picture

Skill Builder 5.4 Create a Custom Watermark
There is no visual difference saved to the file.
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Skill Builder 5.5 Create a Flyer

Special Showing: Matrﬂlmlis

Friday, May 25

The Screen, on campus

A Tilm by Fritz Lang

Live musical accompaniment to this classic silent fiim.
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Assessment Exercises

Assessment 5.1 Find Clip Art

Emergency First &id

An Election

& House
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Assessment 5.2 Edit a Picture

Assessment 5.3 Create a Watermark
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Assessment 5.4 Create a Flyer

Take Note

Staf f Meeting: 9:00*M 10 10:30*" Thursday Morning
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Lesson 6 — Working with Tables

Hands-On Exercises

Hands-On Lesson 6

Gladys Kline
245 hiple Streat B Cemito, CAS4202 (5107 216-6002
OBJECTIVE: To cbtain an Administrative Assistart postionwhere [ can
apply my conputer skills and extensive work experience.
EXPERIENCE:
March200] Present  ADMINISTRATIVE ASSISTANT FOR DIRECTOR COF
MARKETING, Renquist Comrmnications, Fulton, C4
*+  Compose letters, memorandums, and other business
correspondence.
*  Ilaintam the Director of Marketmg’s schedule.
*  Mlanage nmltiple projects assigned by the Divectorof
Marketing
Jarmary 1998 WORD PROCESSING SPECIALIST, Smart Paging Systems,
Febraary 2001 Berkeley, C4
*  Composed doouments as requived by supervisor, using
Microsoft Word.
*  Used Microsoft Excel to create wodshests.
Jarmary 1937- STUDENT ASSISTANT, Contra Costa College, Pinole, T4

Decembay 1598

EDUCATION:

COMPUTER
SKILLS:

*  Assisted students with questions regarding financial sd,
*  Arnswered incoming telephome calls, filled out fomms,
and mailed hiteraore.

Certificate of Completion, 2001, Bay Area R.OF., Hayarard,
Ch
*  Feceived extensive trainmg in Micinsoft office
applications, office procedures, and kevboarding.
4 5. Business & deinistration, Cortra Costa College, 1998,
Pinole, C4
*  Worked as a stodent atem for the Wice President of
Sales at Chevron Corporation,
*  FExtra-cwrricular activities inchided participationin
student body govemmert, athletics, and htormg of
disadvantaged youths.

Word 2003, Ecel 2003, PowerPoint 2005, Cutlok 2003,
Windowrs XP, and &dobe derobat.
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Resume Tracking
Resume Sent Jan Feh Mar
AlliedComm oo
DeckerComm bid
CommE.ight X

Skill Builder Exercises

Skill Builder

6.1 Create and Format a Table

Item Guantity | Cost | Description
Cil Pump 20 §758.20 | Lubricates the engine by pumping motor oil.
Cil Filter 20 4.95 | Cleans the o1l as it circulates through the engine.
EBattery 10 45.00 | Provides electric current to start the engine.
Starter 10 150.00 | Receives energy from the battery, and turns the
crankzhaft to start the engine.

Muffler 30 79.00 | Muffles the sound produced by the engine.
Radiator 3 230.00 | Holds and cools the antifreeze.
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Skill Builder 6.2 Restructure a Table
Sales Rep Q1 Q2 Q3 Q4
Allan 3,000 5,000 6,000 9,000
Bolson 7,000 1,000 6,000 2,000
Clolden 4,000 4,000 3,000 2,000
Dravis 6,000 2,000 4,000 7,000
Tohnson 5,000 3,000 2,000 5,000
Cliver 1,000 7,000 2,000 3,000
Smith 2,000 6,000 4,000 6,000
Weinstein 1,000 8,000 2,220 2,200
Ziegfried 2,000 5,000 1,000 9,000

Skill Builder 6.3 Create a Sign-In Sheet

Sign-in Sheet
Hame Address Phone
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Skill Builder

6.4 Create Your Own Functional Resume

Mote: Studert files may resemble the example shown below. Variations are also possible.

Tout Mame
Your Street Address
Your City, State Zip

Your Email Address
Your Telephone Mumber

OEJECTIVE:

SEILLE:

EDUCATION:

EXPERIENCE:

OTHER:

State your objective here

Computer Skills
Windows 2P, Word, Excel, A ccess, PowetPoirt

Office Skills
Bookkeeping, telephone reception, filing

Personal Qualities
Flexible, team player, creative, excellent comumunication
skills

Degree, graduation date, school, location
List any honots, accomplishments, or extra curticular activities
that are relevant.

List job responsibilities, skills acquired, compatyy, and date of
etmployment.

You may include a community setvice section ot some other
section that details information relevant to the job for whichyoa
are applying.
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Assessment Exercises

Assessment 6.1 Create and Format a Table

Ttem Status Quantity Value Customer Name

A423 ) 9 $100.90 Harold Johnson

A321 5 23 $45.87 | Alexander Robertson

5345 I 7 $43.23 | Bruce Pique

E567 H 6 $78.90 | Al Chess

5230 I ] $23.45 | Raoberta Brown
Assessment 6.2 Use a Table in a Business Letter

Today’s Date

Ils. Wanda Jample

HiTech Temps

1744 Lexington Averne, Suite B
El Cerrito, CA 94530

Dear s Sample:

Thanlk you for taking the time to speak with me yvesterday. Per yvour recuest, T am
providing you with the Word vetsion and contact o each compary whete I have used

Word.

Company Word Version Contact
BFI Word 2000 Dian Johnson
Exxon W ord 2003 Maria Velasquez
City of Oakland Wowd 2003 Mary Smith
Centron W ord 2000 Ralph Wataoh
Constracto Word 2002 Een Johhson

Mz, Zample, pleage contact me as soon as youhave had the opportunity to review my
application and check my references. I am eager to begin wotking with HiTech Temps
and applying moy excellent computer skills.

Bincerely yours,

Dotina Benzon
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Mote: Student files may resembhle the example shown, Variations are also possihle.

Vectron Employee Evaluation Form

Employee:
Drate:

Ewaluation type:

FPoor Fait Good Excellent

Tardiness

Tobh knowledge

Communication skills

Problem solving

Team-orented
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MNote: Student files may resemble the example shown. Variations are also possthle.

Vectron Employee Evaluation Form

Employee:
Drate:

Ewaluation type:

Foor Fait Good Vety Good | Excellent

Communication skills

Cotuputer skills

Job knowledge

Problem solving

Self starter

Tardiness

Teath-oriented

Note: Student files may resemble the example shown. Variations are also possible.

Online Hardware Vendors

Vendor Mame [URL Telephone #

G ateway ey ateveay com|1-800-846-4 208

Dell winev.dell.com 1-800-wan. dell

Compang ey cormpad.com [1-800-at-compag
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Mote: Student files may resenble the example shown, Yariations are also possihle.

Health-e-Meals.com
Custotner Survey Form

Custotner narme

Address

City, State Zip

Fhone

Autre yougatisfied with the quality of out food? Ve Ha

Was your food delivered on time?

W/ as your driver courteous?

Did you find our Web site easyto navigate?

Did youhave any problems ordering with your credit cand?

Do you plan on ordering from us again?

W as our desert selection adequate?

W ould sou be interested in ondering beverages with ywour meals?
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Lesson 7 — Working with Desktop Publishing

Hands-On Exercises

Hands-On Lesson 7

HendsCh Le=on 6 Leznn §: Desktp AbBhing

|16 DU DARGIY [N (ceqn Gity!

a free loaf of sourdough bread when you buy a dozen

tmuffing. Cur aweard-winning roaffing will please your
palette and satisfy your hunger. All of our breads and
mffing are made with the finest ingredients. Weare
located at 1450 Iiarlcet Street in Ocean City,

S top by the West Bide Baltery beforeJune 30, and get

We're fresh
fromm the oven

Ulerd 200 Foge 1
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Grain
Bran, Oatmeal, and Whole Wheat
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Skill Builder Exercises

Skill Builder 7.1 Create a Flyer

Everything ls On Sale!

growing rapidly and cannot keep up with customer demand. Our sales

leeep climbing upward, and we must move to a larger store where we
can stock more merchandize, We are selling everything in our store at
rock-hottom prices to reduce our moving costs. This
incredible sale will last for two weeks beginning this
Saturday. We must sell everything! Zip over to Zen if you
are in the market for electronics.

S tap what you are doing! Zen Electronics is having a sale. We are

prices are zo hot that we're afraid the cabinets might melt.

Computers can be difficult to transport because of the delicate
components inside, s0 we are practically giving them away. All name-brand
PCs, printers, modems, software and other accessones are
priced helow our cost. This 15 no joke. We are actually selling
PCs below our costl S0 Zip into Zen as soon as possible and
speak with one of our excellent customer service
representatives. At Zen, we are lmown for our blue ribbon
suppott.

C omputers have always been our hottest products, and right now the
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Skill Builder 7.2 Create a Flyer on Your Own

Keep Out!

is land 1z owned and protected by the East Bay
Preservation Society. Only qualified members of
the Preservation Society are allowed to enter. Please
do not litter or disturb wildlife i any way.

For More Information

Call 1-510-237-3233
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Skill Builder 7.3 Practice with Drawing Objects

piedres Pl Tren

Wayne Westover

|

Miah Healy
|

Jean Healy
|

Yvonne Healy
A
Deidre Westover Joan Westover

Skill Builder 7.4 Create an Organization Chart with the Diagram

Gallery
Sylvia Romero
Fund Manager
|
Barah Gardner Lisa Evans Bill Barrett Tack Johnson
Amall Cap Stocks Large Cap Stocks Bonds EBEITs

1 1
Wanida Wilson Ted Jones
Municipal Bonds Corporate Bonds
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Skill Builder 7.5 Use the Drawing Canvas
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Assessment Exercises

Assessment 7.1 Format a Document

Everything Must Go Sale!

ay Area Bicycles 15 closing tts original store at 1600 Farwiew Drive in

San Francisco. This 1z a result of overwhelming demand for our fine
hicycles and other products. We will be moving to our new location at
11240 Wesley Awenue in San Francisco. Everything must go in order to
reduce our moving costs. Bicyeles are expensive to transport because time
and money are required to protect them from damage. For this reason, we
must sell everything!

here has never been a hetter time to buy a bicycle, skateboard,

or surfboard from Bay &rea Bicycles. Many of our
prices are actually helow the manufacturers' retail price.
You simply will not helieve the gquality products that
vou can buy at incredibly low prices. So reward yourself
today with a new bicycle from Bay Area Bicycles,
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Assessment 7.2 Create a Flyer

St E2 Lemon B: Desbty, Fblhing

‘ Jickie Johnson is retiring after 25
vears at Velcor, and it’s about time
she had a party. The theme of this

celebration 1s New Destinations.

We need volunteers and fresh ideas
to help make this the celebration
of a lifetime for Vickie. Please call June
Roberts at 234-9900 if you are interested
in volunteering vour time.

D

Ulard 2002 Foge 1
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Nube: Shnderfiles moy resemBlethe exarngle shivn, Variations are aleo possitle.

Word 2003

Deskitop Publishing

Includes
* Stylizing tect with Worddxt
* Takmgz charge of pirhnes
+ Paz composiion techmiques
= andmote...

When: Saturday, April 15 fhom 90010 400
Where: Wast wing tramimng mooem
Who: Jasem Alesc amder

Note: Student files may resemble the example shown below. Variations are also

possible.
Wiltma Boyd
President and CEQ
Ted Jones Cindy Thomas Hed Chambers
V.P. of Sales V.P. of Matketing ¥ .P. of Operations
1 1 | 1
Carol Perkins Bill Baskin Tom Chambers Lisa Ewans
Western Jales Eastern Sales Data Center Manager Fulfillm ent Director
Manager IManager
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Note: Student files may resemble the example shown. Variations are also possible.
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Lesson 8 — Creating a Newsletter

Hands-On Exercises

Hands-On Lesson 8

The Farber Investment Group
Balanced Portfolio Report
Today’s Drate

E 4

\ Y1

The Economic Ouileok

The U5, ecorwmy cordiraies to chatge
forarard, grovring ot ah aromal rate of 4 3
percert. We articipate this growth to
cortiroae throghot thie yesr, althongh
the rite My sloar slighthye depending
upar the Federal Reserve's position an
Irderest Tates, In 4 recent spee ch before
the Econorhic Comcil of Hewr ¥ork, the
Fed Chainm an noted that inflation was
orice again the T priamary concermn, The
Chainman noted that the Fed will

Eire errpt Ay fflatiomane presoote with
interest Tate hilies. The Fed has had an
Iderest Tate foreas e biss for the past
three quatters.

As gmale of thamnb, stock prices tend to
fhactuate with kterest Tates . Borestors axe
igerier alby willing to pay higher o triples
for stocks when iterest rates are lovr.
Thous, am uTease I derest rates will
tend to banre 3 danpening effect onthe
stock mharket. & i our opiniom that an
irderect Tate farease of 50 hacic pofre
i the first ciz morthe of thic yre s will
cans e an overall decease i stock prices
of aromd 10 percent. Euen with rcing
frerect Tates, our Balanced Portfolio hue
recorded an impressive gam.

Stock Holdings

| ic our opinion that techiruology arill
comtitone to be the doving force i the
1.5, econonty. Eeen though techmology
stockis tetd to Teactite e gativelyr to
fterect rate fruTess es, e belistre that
angy pegatiore effe cto that rderect rates
gy huawre wrill be miore than o ffzet b the
steep gronath ourvres of mary te chinology
comtpaties . We partioilarhye like
contipardes that are bailding the new
Tternet frastnoctare and

serpicon dactor comp akies. Chir top stodk
holdings sppear fhthe followring table.
B you can see, techrology comp andes
donirate the Lst.

240000 79280 000
Oracle Q00000 $19.500000
Cisco Systeme 350,000 £7.900,000
Citigrop 4500000 $27,000000
LI B0 com 200,000 §3.400,000
Eoeing Adnaut 3500000 $16.500000

Balanced Porifolio Breakdown
Chr Balanced Portfolio experenced a
large dndhas of capital this year a¢ mome
and more fmestors opted for the
profeceioral mars gemerd and
diversifi c ation this product offers, When
cortpared to last year, the Balance d
Portfolio hae 4 larger perc antage of
aceete allocated to ctockes. Fn particular,
e bawe T as ed our position in
techrology stocks. Diversification ad
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aggressive growth are the primaty
ohjectives of the Balanced Postfiolio.
Although the portfolio has adequate
diversification, it is heavily weighted
with stocks i aggressive growth
coMmpanies.

Ealanced Portfolic Growth

Management Team and Strategy
Muoving forwrard, our strabegy will
cotditne to be aggtessive growth with
large positions in technology comp anies.
We alsobelieve that the coming year
will be an excellent time to itvest in
small cap stocks. Although large caps
have outpetformed small caps over the
pastthree years, we believe small caps

[Millions §) N N

ate poised for a rebound. For this reasory,

0 wre will continme to move fands into the
small cap arena. In addition, we will

e maintain an appropriate level of

00 divetsification it bonds, cash, cash
equivalerts, and FEIT's (Real Estate

w0 Investment Trusts).

0=
2000-2003
Laura Specl
Fund Manager
Enc Douglas Dawid Charles Gail Bryan
Large Cap Stocks Small Cap Stocks REITs
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Skill Builder Exercises

Skill Builder

8.1 Set up a Newsletter

The Hope Report

Jarmary 2004

hir Fifih Year

Ths Mer Tear &
wepedalhy signdficart for
s acTme are begirring
o ffth wrvderfial jwear
Iruthe cioy of Dare . W
e mary exciting

omrer S00togs to children
ofall ages! Eame axch
ajorrto ceeco MGy
cmmilirg oz faces. AT1
ofthe childra appearsd

participated . e mroakd
Tibe to extand a qpecial

wrrents fhat o evddre
famitywill aey. Once
agai, thand: o for
o support ad chuldran and adulte, Tim Babizdale ako
Commitmert, Exbeccais atalated desemres ahuantfelt
magiciam mholias had thak yoafor catering
Wirder Hokday Toy the pleanme ad good the dirmer wd mabiing
forhme of oz with. the panty ahnge Aaccess.
Char arenanl werter Liarid Copperfield. hast. Tz bride wrere cortainby
holidryr tordrire ame 3 Toar did vyoa iz fhat the cevter of attertinn.
boage maccess W bt i the but Thiat abamers seems to
collected and dictribated Eebeccal mabe them feel great.
W Look: forammd to
Thamk: Yew cee iz eTersmwe ot reodt
Wohmmbears! RAT™S e ke
The torrdrire mmd magic
shorramld bare bea
impossihle wito the
determina i and
commitmerit of all who
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Skill Builder 8.2 Insert a Next Page Section Break

The Hope Report
January 2004

i Fifth Year emiling g faces . A0 decenres a
This Hear Tear & ofthe childran appeared commendation
espedally sgpificart for tohare atnaky orchestratig fhe
15 a5 A hegimiug miforgatible sperimce smccessinl ey gmtherig
o fith wroanderfinl year a5 ITohrbess campaigr. Dorn was
Iufhe oy of Damrds . e eagerkr hupdedthem ahleto seome hrgeter
b marey sociting their -mmied dovatis fom sereral
wrretts plarted for presate, Tk all of majorrethilee . Bectof
coming mordhsto the patidpats will all fhe retailors buwe
COmmemorite this remember this avent for agreed to dorvte aznd
milestone . 411 of these 2 Doz Hme to Come . Tt year! T gecs thar
wmretts ame decigred to T st 2
thad: o for o What a Magic O T
SULpt, ENOAIRZEment Shew! by fhe Teactian
atwd commitmerd . 3o thorery g ofthe
Feep ammckifin] eye on oL childran as
the Hope Rebecca mreTe thie rest.
Bepottfor dates wd Wilsom, ofus, Jim
i i om Itoha Barkicdale ako
Upmming erats W spedaniir deserres ahentfelt
b pat 3 bt oftime magic choar Bk yon for catering
ard care dito plamire tothe delight of the divwer wd making
et fhatpour extire bt fhe chdddren and. the paaky abuge aacces .
fimitywall aoy. Cruce adhilte . Bebeccads a The Ioick wrere certairdy
g, thank yo for talated magicimwio the certer of attertion.
“ponx spport ad his had the plernm: md Thit abmegs seems to
commitmert . good forbme of workdrg mahe them fiel Freat.

with Darid Copperfield. WTe look: formmod to
Windter Holiday Toy Rt homr didron get cendyg GTeTO At Tt
Thrive: that Tabbit it fhe hat ear's et
Char arvoasl wenter Rebecca?
holidryr torrdrire Ame 3
e oaccess | 1A Thamk Yo

Voburdeers!

The tordrire amd magic

shoomewonild bare hean

mpossble witoat i

determirition and

commitmert of wll whio

particpated. W aroad

Tibe to watand A cpecial
wollected and dictrbated thad: yearto Wi
umrer S 0trs to children WHlsom for organdmrg.
ofallages! Eame anh md plorithe erat.
oL £ee S0 WA Dixma Thomas ako
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8.3 Create a Real Estate Newsletter

Real Estate News
March 2004

How the Market Looks

s expected the real estate market
comirned to level cut fhus quarter. Prices
held steady in most areas, tat rose
slightly inthe Horth Bay. 4s 15 abaays
the case in Spring, you can expect to see
mozre homes coming on the madeet, but
probably less vertory than last year a
this time.

Interest Rates

Interest rates cortitme to be low, making
the matket attractive to fst-home
tryyers. Of the 27 homes sold inthe
northern part of the county, 19 sold at or
ahove the askmng prace. The hugh end of
the mavket, ower $2 million, contimes to
he slow.

Schools

Many things hoost property vabes
inchiding good schools. They help cveate
desirable neighborhoods by attracting
responsible, conmmnite-mndad people
whio have a vested inferest i providing

the right kind of ermimnrnet where
thetr children can growr and prosper.

Increase the Value of Your Home
Chamer remodeling and landscaping also
adds to the market vahe of a house.

Many buyers are bokmg fora home m
move-in conditice, and they ave
nahwrally drawm to homes that have oub
appeal and generate a comnfoetable

feeling when wouwalk through the door.

Hinng professionals to landscape and
stage wour home canbe a profitable
investment and save a lot of wear and
tearon won during a tine when you are
probably busier thanumal getting ready

for amanre.
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Assessment Exercises

Assessment 8.1 Format a Newsletter

Wetlands Conversation Society

Monthly Newsletter-March 2002
Topic-Wetlands
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Where Are Wellands?
Wetlirads are & emery
conkity of emery stae.
o lire clse to ary
ncear or gulf, there's

ecogystems where plmks
arvd wikdlife hare
adapted to alty Amter
arwd sodls. Bywonn domit
Lime rwar an OCea 0T

marshes bure pomds
that become deeper aad
shalkormrer wiith e

ceneore . Chers, Bhe
coustnl marine wet i,
iy be flooded all year.
Prairie pottuole wralaudk
iy be dry formost of
the year. Fiftyp ercent of
Horth Americas
wnterfomd s e them for
Tireeditg gromds.

Twena Live inthe
Soarfhueat, fhere's
prchahly a sammp or
flowodp it foresttwear
pon1. Thise are broms
for trees, shoube, wd
wither weoo dy plarts fhat

eTergrean frees, dmibe,
and phagmmmoss.

)iy

C\

Califorria's

Ceriral Walley, fhe Galf

Coast, Eact Coact, amd
Ifidwretem

alag

streams not all wetlrds
are nabaral. Some, 1ike
the gram tres Tecamroirs,
are artificial. Thece are
oiften i i

flooded to gire
ARt 3 wkder
hiome . Water lerels are
Lomered whenthe
wmterfimd are g .

Weflands are Busy
Haces
Tifarey of the fhngs that

wetlards do beefit oo

Wetlands filter ot
poltads totely mabe

wretlards k ar ety
sonrce. Lirectock uce
wretlards for s,
Wetlands gireyor
Pplaces for educationnl
ard sciertific researd.

youplace to fich, b,
amd toat.

Wealands and Andna
Life

Twarky 5000 gpecie of
plat B Ore third of
all specie ofbinds, 190
cpedes of amphibime,
and all of America's
il dachs and geese
Teed wrdlauk to lire.
Eray

species Bhethe
whoping dare, bald
engle. Ted RO,
futmachet mssel, ard
the sammp Toce hare
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Mote: Student files may resemnible the example shown. Variations are also possihle.

The Chewy Chocolate Company

Marketing and Sales Strategy Document

Prepared by

Cathy Richardson

Today's Date

Availahility Date
The confections will be available for wholesale delivery onllarch 31, Tell your
customers to order eatly as we alteady have many preordets.

Sales Strategies
Iilake lots of sales calls. Concertrate on your top accounts.

Competitors

Thete are three prithaty competitors in this market: JToe's Chocolates, Creative
Confections, and Big Time Chocolates. Wie should be able to destroy all of the
cotnpetition with these new confections.

Discount policy
Mo diseourting will be allowed.

Sampling policy
Bample lile crazy because everyone will love these confe ctions.
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Health-e-Meals.com
Quartery Hewslater

Anether Big (hiarter!

tent g bere tent Zoes here tent goes
Tieme tent gpes heretent goes ere bt
e buste teoet goves here tist gpes here
teset o busre tent goes here tat gpes
Tuere test gpes heretest goes here ted
g buste teogt goes huere tisd gpes here
tenet o huere b goes bure tad gpes
huere test gpes heretest goes here tod
o buste tedt goes hire tind g0 s bt
tenet o huere bt Zoes bure tat gpes
huere tent gpes heretent goes hure tod
o Fuame teet e here tent goes here
tent @i Fere tent Foes here tet goes
huere tent gpes heretest goes hure tod
igooes: busTe teat s hueme tent Zpes huere
tent g bere tent Zoes here tet goes
Tieme test gpes heretent goes ere bt
igoess hueTe teat s huere test gpes here
tent g Fere tent Zoes here tet goes
Tuere test gpes heretest goes here ted
e buste teoet goves huere tist gpes here
tenet e bueme tent goes here tat gpes
huere test gpes heretest goes here tod
g husre teogt goves hire tesd gpes huere
tenet o buere teod goes bere tad gpes
huere tent gpes heretent goes hure tod
o buste tenrt goes hire tist g0 s bure

401K Ban

tent @i Fere tent Zoes here tet goes
huere tent gpes heretest goes hure tod
igooes: busTe teatt s Fueme tent pes huere

B2

tent g here test goes heTe text goes
e bt e s huere tewt g Tere tet
igooes huaTe test gmesiere et goes Tuare
tent e huere teott Zoes hete tent e
Tueme tesct goves huere test Zoes bueme temt
e bueTe tegt gmeshere tent goe s here
bt o huere tesdt Zoes buere tet e
hueme tezct gpves huere tedt Zoes Fuere et
igoes buare teset gmeshere ted goe s huere
tentt o hiere tentt Zoes bure tat e
oot tant gpvies hare

Erngleyes Disooumd Frogram

tent @i here tent goes heTe tent goes
huere tent gpves here testt goes Fuere et
igooes husTe test e hiere et goes Ture
tendt g here tent goes heTe text goes
e tet e s huere teset g Tere tent
igoees heTe teset gmesheTe et goes huere
tendt g here tent goes heTe text goes
Tuete tenet gpves huere test goes Fuere tet
igoes buare teet geshere tent goe s huere
et e huere teott Zoes hete text e
Tueme tenct goves huere test goes buere et
igoes huere tengt goeshere ted goe s bure
tentt o huere tesdt Zoes buere tet e
oot tanet gpvies huere tentt Zoes Fuere et
o bt tengt anechire tid go s bure
tentt o huere tett Zoes bue tat e
huere tent gpves here testt goes Fuere et
igooes huaTe tesst oo here et goes huere
tent Zoes here tent Zoes hee text goes
e bt e s huere teset g Fere tent
igooes husTe teset e hiere et goes Tuare
tendt g here tent goes heTe text goes

Arvmual Canpary Fonic

et e huere teott Zoes hete text e
Tueme tesct goves huere test Zoes buere tent
igoes buare tesgt goeshere ted goe s here

Relevant graphics

Note: Student files may resemble the example shown. Variations are also possible.

Pages that appear to be out of balance

Inspire curiosity

Denze text

Lead the reader’s eve

Lack of variety

Text boxes facilitate scanning

Too many columns

Bullet points enhance readability

Too many boxes
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Lesson 9 — Creating an Employee Policy Manual

Hands-On Exercises

Hands-On Lesson 9

TrainRight, Inc.

Employes Policy Manual
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Welcome to TrainRight!
We are pleased to wrelcome youto TrinFide. Cagrblatios on ok our comparty. We
Wtk YO #mp loymetit tobe renmndiveg ad momaalkyrbetweticial. Voo haore jodtusd ar

ot i with, a repataticon for quality comprter trakuing ad oxtetanding curtomer saorice,
Wemderstard that o aaccess depands an our empleeyees , For this rewa, e beliere in
IO o smpkeyees theghproper kg, dbote wremge compereation and dhallanging
Jjobreparehdiies B i oursiers hope oyl syjorpear smploymert avd thrire o
dhpamic compary.

You're Part of Our Team

A amember ofthe TrinFigdteam, youwillhare the qpportmity to groar with our comparey .
Vo will te giren recpore b iliny and challagivg job ace igrmerde . B ioup oo to tae
adrataze ofthic oppomaicyber cordribtivg o tme, dreativ oy, and deilk . The saccess of our
compary deperds on each member of oo team. Together, wre car ackiems our goak and hame fim
ruthe process.

TrainRight Is Committed to Two Goals
1. Tapromide our customers writh e best quality pmdacts and sermices atthe most comp etiire

i
R Topmmd.eaurmplayeesmmwewmge competeation mnd a kg e imrmeri that
1o gmwprofesdmally.

An Equal Opportunity Employer

TrairFight is an equal opporhmityfirmat fre actie smp loger. We weloome ad s omg:
diwersity Fvthe worbp lace . £t TranPRight, wee recogpiz: fhat people hare difirat needs ad
differerit Jifectdes . Thit s nber aremnom: hardto accommedate fhe frdividol needs of o
amplovpues.

Your TrainRight Benefits
Tanmay ot hare gt abot & bt therale of our banefits amourds to 3 careidersh le oo
wanch year #uaddition to the salary o eam. Theee ame jist come of the benefite TainRigt
provides to eligible amplonree sachmar

w  Lrroalparty or ook

= Crediwimmenbership

= Dartal hammce

w  Drismbility leare of abs exce

= Edwcation assidamce

= Employes assistime PRoghm

= Cirogp term life fammce

= Healh hammce

= TFailbolidas

= Paidwactions

Hotice

TrainRight resermes the gt to modify, mmend, ard update thepolices oxtlied i this maal o

arey time . TraimBight may charze, delete, sasperd, or discortinie sy policg inthi maroal o
arytime it pricrrotice . feey aach adiom shall appdrto all employees Tegmrdless ofhire
date ard time of seroice writh the comparer. Mo ol or witten statement ber a axpemr oz,
Mutager, of departmett bead mey be iterpreted = a chatge fpolicy, nor Rill & coretinme &
mgreemert Wit a1 emplosres . This maroal repreert s thie sole szresmert with recped toberefis
Tt fhe smploes amd ToinRight, .

Purpose of This Manua

The prorpose ofthis marnaal ioto Ffomm o ahart TrakRight'stekess practices, smploymert
polides, srd benefite promided tovron ac a Taled TrohRight smplonres . Ho emploe s mavanl
GO AT &7 oLy questior, soyol should feelitee to ash qaesticrs of your smperrisor, Also, feel
free to covtad the Haman Resomces depatmert iwou bare ary questions or conwcems, b iz o
desire tobesp aropan liw of commomrdcation batare ey and the comparer.

‘TramFight's polides wd banefits as cutlined mtbis movalmey charge fom time to time as
tusiress condiiore, employmert lome, md our ddemal policies dictate, Bthis marnal &
wpidited, pon welTbe Ziren replacement pages for those tha beore be come otdated. & coprywill
s be placed o oo mirae site .
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Employment Policies

Business Hours

Chrregalaroperating i are 2 am to 5 pom. IMorodsyr thionagh Fider. Voo wod: boure atd
the echeditive of wour hxwch pericd will be determired by oo apenrioror depatmerit head.
Tt emp Joe o are aosigredto wead: aforty (340 ) kol Fon are reqaited totabe o (1)
honrpaid kv perind duiby. Please urdmﬂmaﬂ.youmuym "ok thagh dmda"
orderto arrdre Iate, leare earky, or wiod: e hous

Confidential Information

Pariodically cur oxstomers apd aopplise mwmmmmmmmla_ng
to fheirtneiesses, The nahe of these relatioships Tegiire: ccnﬁ.d.ernnlty T safegardthe
irformat iok receired, TrainFight require each smploye: tosigh anom-disclhamre statement.

Vour employmerdwith Tradn Right requires yonto madntain cordidadialivy, even afberyoa leare
o employr. Aoy miolation of corfidentialiny well senionshy dgure Tram Rigt's reptabion ard
abilicy o compete, Therefore, please dovot disouss Tradn Fighd bosines swath oo sho does
rutmrodh for e, andrwrer dizoie: o s trvcadinre with arempendo doss rot hare direct
frmolrement i fhe trreactian.

Customer Relations

Chr emplogees are our iterface to oor oustomers . The ey yon dress., cped, and interac with
ostomers is ecsaitial to fhe success of o competey . o mast aterrs maded din the ki guest
stadumls cf profesdanation alen Ttermctivg writh o1stomers .

Hara=sment Policy

TraimFight itendsto prowide 2 work aorirermert that & plewsat, heakhfinl comfhrtable, and

free from intimidation, hostilicr orofher offenses, whidvmight interfere arifh Ao performarce .
Harmssmerit of aey sot—webal, geeical, mdvingel —aillnot be tolarted.

Employment Classifications

Full-Time Employees

)'\Lﬂ'mﬁmeyuumhjmiwum classified as fiall+ime, part-Hime, or temp orary and are ako old
~ponyqualify for omertime pay. Thiless ofheradce specified, fhe banefite deecrbed in fhis
mmlapplyomlym falltime emploees. Aloter polides descibed inthis maroal pphyto 2l
emp Lo, writhy the espception of certain wege wd salany Hmitations, which oriby pphy o "on-
exempt" emploryees | Ko ave mremre which employmerd clesification you il inder, please
ash T mazager. 2o emplorpes Ao succesfally completer the introdudory period of
unpmmtm’dwhom at least forty (40 fhomrs permrech & consdered afiall-time
emp loyee

Part-Time Employees

Anmpla)feemnu:hs s fhan 32 bonas daweech: & cansidered a parttime employes . Fron
are a part-time employes, pleaceimderstand that e are not eligible for berefits des adbed nthis
maroaal ezcept for mamdatoryb exefite require dber state aud federal lanrs.

Ternporary Employees
From time totime, hle@tmﬂyhm emplaees ST spedfic periods oftime or for the
comp letion of a specific project. Ao employeehired upder fhese conditimsadll be ooreidered o

temporry emplovres . The job nsslgnmm_wuﬂx cchiedile, amd duration of the poetion il be
determired o ndiriha sk

Hommalky a temporary position will ot eceed oo (6 ) mondhs i dmation, imless pecifically
exterided by o written spreement . Smmer emp lovpees e coreidered tomp oy smp lopees .

Tpona are a temporary smplores, pleasermderstand that yo are rot eligible for herefits
descdbed mthis maroaal socept for mandat ory banefits required by state awd fideral lame . Those
temporary emplayees dnss:ﬁedas "tu-ercempt wbve werk: more than eidhd (2 o i ane day
ormors thanforty (410 ) hos duing aywork: wreds will rece fre owettime pay.
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Wage and Salary Policies

Chir policyis to establich competitir e wmge that are higherthan the ctandands ectabliched ey our
dnetry. boaddition, e resemre the figit to reand sapperior performarce aad adnt
compeneaion an an kdimidinlbacs .

Basis for Determining Pay

Foarpayic dfhasrced bryour job respansdbilifie, tme of cerrice, and idiridon] performarce.
o competisaiomwAll be raviesred an an el bk, and o adietments willbe at fhe sols
disretion ofthe comparor.

Bonuses

The compatey petiodicalkr offirs boroxes to employees. Banxes e mlmgwmﬁm'mcepnmnl
Trudiridnal performarce ad for the performance ofthe compare? as awhole. Baokes are giran at
the e0le dimetion ofthe comparey, ad fhere deno gumrtes that bornse willbe girafor @
partioular yeir.

Word 2003 Page 68 of 173



Printed Solutions Guide

Skill Builder Exercises

Skill Builder 9.1 Work with Styles

TrainRight Instructor Profiles

Tanya Waiton

Tarrra is ouwr Windows applications specialist. She is particularly well versed in Microsoft Office
applications, including Word, Excel, PowerPoirt, and Access. Tarra i a cettified Microsoft
trainer. She is also Novell-certified andhas a state teaching credential.

Burt Jones

Butt has ten years experience in the computer industry and specializes in the Macirtosh line of
computer systems. He is an Apple-cetified computer tstraictor and alzo teaches several classes on
the IBM platforms.

Rebecca Austin

Rebecea 15 a consaltart to TranPRight. She specializes i offtsite traitdng and often travels to
various parts of the country. Rebecea’s specialty is the Windows anvironment with an emphiasis on
the Mictosoft product lines.

Albert Sullivan
Albert is responsible for developing the courseware for TrainRight. He has developed several of our
training matnals, including those for Excel and Windows.

Bilt Johnson

Bill is our most seniot instructor. He has extensive expetrience in all Microsoft spplications andis a
Windows XP expert. He alzo teaches WordPerfect for Windows and is a certified Adobe Ihastrator
atd Quark Express instractor.

Patty Johnson

Patty specializes in deskiop publishing smplications. She i a certified instructor in Adobe Ihastraor
atid Photoshop. She is also a certified Chuatk Express instructor, and she is well versed in 10 other
deskiop applications mcluding Page Maker.

Skill Builder 9.2 Create and Apply a Character Style

Flexico is proud of its newe st product lines. Flexico constantly strives to improve its
products. With the new Tempest line, Flexico has once again proven that it is the
industry leader. Flexico has a tradition of affordable quality. This tradition and the
Tempest products will help Flexico remain the industry leader.
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Skill Builder 9.3 Apply Styles and Add a Title Page

TrainRight, Inc.

Proposed Courses
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Proposed Courses
Word 2003

Ovarview

Leamy the fimvdamerdal coreapts avd shills of the most poplar word processduz s oftmare
for Wik, This dass streses mastery of the finwdamentals g ard
fmhard-a eercises, After tabiinzthis cles,wundlbe dl: to eate, edit, sare, and
prit dooumerds.

Topics clrded

Eearte Word commands

Enter amd edit tedt

Same, opar, wd privt. doomerds
Delate, mowe, and coprblods oftet
Epell dhech: a doommerd

Set Jeft and right morgives

Settop and bottom margine

Prevequisites
Fdmdction to Widome

Excel 2003

Ovarviaw

Leam the fimdamertal concepts avd shills of the most popular preadehes sofmmre for
Wiedkme, This (el teaduonbowrto aeate, edit ad prirt preadheds, Tou il
demelop apersomal badga it will reddionce the cacepts o leam avd promide a
template forase atbuome or the office.

Topics fncluded

= Spreadhes coruepts and terminelogy

= Select commarids

= Erterand edi data

= Create formulas andwee Arofum

»  Erhwme fhe appeararice of o spreadheat

n Ulee pomrerfil sdiig tedmigaes audh ac merig and copraivg data
= Print a qpreadduest

= mdmachmer: ...

Provaguisitos
Famduction to Windme
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WordPerfect for Windows

Overview

Learn the fimdsmerdal corcapts and chlls of thicp opualar wromd pmcess iz poggrm. Thic
clhes ctres cos mactery of the fmudsmertals thaoagh challaging and fim hands-on
aprcices . After tabdr fhis clags you will be able to oeate, edi, same, and prive
doommerde.

Topics mcinded

s Exeute WordPerfect commarids

» Erterand edit tet

= Sare Tetriare, and prive doomerds

»  Delate more, and coperblodes of et
n Spell dueck a doomet

« St left and ight margive

= Set top ard hotom margine

= andmmchmere...

Proroguisites
A ddesire to leam, a¥houghtyping drilk wont hurt.

Lotus for Windows

Overview

Learry the fimdamerdal concapte and chille of thic popalar spread dqeet cofinrms . Thic
clnes wrllteack b to deate, edi, amd privt greadhess . Vo mdll darebp a
pereotl tadga fhat will reddiorce the corepes o Learn and promide a temp late forace
at home of the office.

Topics Mcided

Spreadshiea comwcepts ard temminolozy

Select commarde from the 1-2-3 merns

Enter and edi data

Create formmila inchiling fhe @SUM formily

Erburice fhe appearmee of a spreadchied.

Ve porerfial edidyz tedwigaes madh as mor iz wd copying data
Prit a gpreadshest

Preveqguisites
A desie to Leam, a¥boughtypig deill ment it
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PC Fundamentals

Overview

Learr fimdamerdal cacepes amd Seilk for the persotal computer. This cless is @ most for
arrpone Wortdrg with personal compater systems . The shills tanght i fhis clws are
miresal and are applicable arer ifpon wor: witt, Pidoms

Topics nciuded

= Thrderstand importad temm iology ad o epts

»  Hardle wd back up floppy dishe

»  Ulrderctand the radtionchip betams anhardamre amnd coftamrme

»  Orgmime dfommaticror didesusng diredories ad aabd ired ories
= Use pathwames mmd mildcard damcter to ffvrews prodadirir

= Create avd remomre folders
= Copry, delabe, apud Terome files
= admiuchmore...

Provaguisites
Thiere ame 1o prerequisies for this dass .

Windows

Overvew

Leam fhe fimdamerd al cotweapte amd chills for mrodingmith Wirdowrs . This cles ka
et for arerare weokks e Wisdoars e imemerit. Fouadll workaith Wisdoars
libe apro after completing thic dace.

Topics fucleded
Usiyg amonas:
Windrme applicaiore
The Cortm] Pael
Tl hzmikuime
Siming wirdows

Provoguisitos
‘Thuere ae w0 prevequickes for this dass.
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Skill Builder 9.4 Text Flow Options

Portfolio Risk Analysis

& typical financial pottfolio is exposed to many types of risk including:

Market Risk—The tizk of losses caused by movemerts in market prices and rates.
Credit Risk—The risk of losses due to the falure of a courterparty to pay its obligations.
Credit Rating Migration—The risk that credit ratings change over time.

Liguidity Risk—The risk of losses cauged by the insbility to meet payment obligations
it 4 titnely et er.

Model Risk—The risk that the models used to measure risk donot acourately measure
the true risks in the portfolio.

Operational Risk—The risk that a firm’s internal practices, policies, and systems are not
rigorous of sophisticated enough to cope with adverse market conditions or human errors.
Legal Risk—The tizk that a counterpartyto a transaction will not be Hable to meet its

obligations under law.

Measuring Risk
Motional
In the past, banks have managed credit risk for their corporate trading countemparties by
using approximations such as limits based onnotional. Credit lines were set using this
method. Az aresult these practices frequently led institutions to overestimate the actaal
walue of credit rizk since often the notional walue iz neser actually exchanzed.
Crrerestimating this exposure grealy impacts required capital and has a negative effect on
the institution’s profitability.

Integrated Market and Credit Risk
Measures countemparty and country credit-exposures and credit-loss-distribdions. This is

accomplished by integrating daily time intervals for market risk and longer time intervals,
such as monthly and quarterdy, for credit risk.

Yalue at Risk
Value at Risk (VAR) is a statistical estimate of how many dollars an organization risks

logityg over a specified period of time due to market price risk, given alewvel of
probability. For exampls, the VAR of a given portfolio may be $20 million ovemight
with a 5% probability, meaning that the probabdity of 3%, or once every 20 days on
average, the portfalio walue will fall by mare than $20 million overnight.
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Assessment Exercises

Assessment 9.1 Apply Styles and Modify Styles

Qur Qualifications

Ovenﬂew
B Tinshean promid iz aperior ummlmmpu.erumrgﬁurwa' 10~peare.
e hare tradiued omer 35000 smdarte on alllarek of compniter applicatiore . 12T

coreisbathy Tecedr e o stauding recommendatione from oo cladts mdbare ulo;ml
ot base.

Our Training Philosop hy

Chrertbee past 10 e we hare der eloped 2 comprduanedr e awd effective poroadito
it Our triing ghosopity & based upathemdqae re ods of sach kudiridm]. The
follomdng Emaes are addressed 2uall of our classes .

1. Each shadert hos mdque needs  mbid cam andrbe met if class iz are amall.

4. Stadats leam best o comiortalele v imemerd.

3. Tmindgmateriak mact be of aup eor guality.

Qur Classrooms

TreinFidt, b hasthme fialby eqipped chommoms ot our coporate headpuates . Theee
claeamome feanme e Jtet computertedmolkey, iciding Pattim compraters writh color
motikom, laserpriters coxmem, td ararity of ofhwrhardtamre . Our ¢ lesrooms: are
equpped witmdde boards L CT projecion spstems, large tables, comfortable duaire, and
e eranfree coffee cermioe.

On-Site Training

Pethaps the most Impostant bevedt of selecting TrainFight & that wee con g the same
quality g to yorwod: loatian. Nlm’ﬂm egupment mertioved dore cabe
trareported to pour office for amivdmal cost.

Client List

The folkmebgis apartial Bt of TrainBight, uc . cherds .
= FritoLay

= Dlepers

»  Crnera] Tramdcs

= Freemord Fores Prochuds

Client Evaluations

TrinFigt oftareceires posiire aralitime fom cliats, The folbwing comments were
taboa from evaluatiore dnlast ear’s desses, The diridoals sted canbe wed w=
TefiTences.
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Bobby Swmitf

"Tattempited 10 Learn Word crumey on ot itwre oy after tabdre o TradRight deccthat T
by filt comfortdk

Jaunita Lopez

"The thite T ihedbe s waethat srery questio, wes aremered iy cler ad oo
mariner

Burt Jones
"The tradtving materiak wpre oocelad
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Hute: Shudenfiles vy res emnble the exanagple shovn, Variadionms are abo possikle.

The Chewy Chocolate Company

Annual Report
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FY 2003 Revenue Results
e hiad auother great ear with oo orerall sale gooadnzby 15% This & dueto the hiod
ok ared commitmerit of e emplonees .

GChocolrte Szles
Chooolate cales duTeaced by 274 as more md more conammers Tecoguized the aperior
qualicy of onr pmdncts . Chardarke chocolate live did eqpecialkrard.

Norchandise Safag

Ierchardice sales gpenr ber 554 This is ewcomgig core derngthat marer pecp le v
ordered merchimudies i thepast bumre been reorderig.

FY 2004 Revenue Forecast

Fv 2004 will be mother great year! We et owemllrarane grod of 305:as or
e prodact Ties bitthe dwelres.
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Hew Product Plans

This earmAll be onar bigge st rumr prodiut lamh foorer e e . W ardllbe
Rdrodudng o lang-mrdked codection e and oo dhocolate korer's doe crenm e

Confactions

Wl wrill ivtrochace orer 25 vewr cofectiore tote sold i e sty stomes thamaghon the
CONRATY.

Ko Croam Line

Eraryone lores ice eam ecpecialby chocolite ive cream. We certafrdrhome atreat
shome for dce oream Jowers .

Internet Stratecy

Chrrewr Wi site will be qperational Ty e 20, 1We sxpect lage nombers of ammet
arvd vy oostomers to begin orderng diecthy ffom the site. To promote the site, e wall
offer 205 disconrite o all Web site ooders for the fra 20 days of opemtioz.
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Employee Benefits
1T realizethat our emplopess ame responed e for onr aaccess . For fhis reasa, we ame
Irdrodhdre tn aociting rewrberedts for oo ad e smp lovees

SOTH Plan
o can cardribute vp o 15% of yourpay o § 10,500 axvoaalky to the 40 1E plan. Thic
more is tabian pretas ol and carbe Forected tanefes vt i o etine.

Profgt Skaring Plan

e el comtrdnte 5% of our pretass profite to sz employes proft sharve pla. The
oty wrillbe distbuted to emploes baee d upan Hme of serrice md base salary.
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Tips and Technigues for Word

Changing e Defauit Fowt
1. Choose Format—3 Fod from the mevor bar.
2. Choose fhe forit and podit s
3. Clidk the Dt bt at e bottom of the dindoghos.
4. When prompted to charge the definlt click Fes.

Docrmert Scraps
You oo e documant scoaps asa guick wap i copy fevtto mad from Word.
1. Size the Word manvdomrs o that the tedroasrot to copy & vishle md the debtop
iz aleo wshle.
. Belect fhe blode of et wonrmeh to coper.
. Prezs amd hold the fd menesetton and g thetet tothe debtop.
Rt pou yolan se e ouse 0 HOR-U3 10 OPHOES,
. Chooge Copry Samp Here from the mevon.

[

=

Heystrokes to Remrove Fonnatting

Eaysirokes Renlt

Ctrl + Shit +H sipplies fhe Mormal stle

Cirl + Space Bemomes charcter fommatt i,

Col+ 0 Eemomes parazrph fommattig.
Change Case

1. Selectthe tesd .

2. Choose Format— Chnge Cose from the meroy bar,

3. Choose the deired case wd clids O,
Hirt: Shift + F3 wrll dumge case brprotatingthe todto cadace case, upper cae, tha
lomer case.

Nonbreaking Spaces

Habreduing spaces prevadt trromrords fiom spliting apart a the aud of a Line, For
eqmp Le, Poumany wez to evere fhar Hewr and Work do not plit o er oo Lies . To
aeate anlredoig pace, tipe Ot + Shift + Space.
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Tips and Technigques for Excel

Use the Name Box to Greate Nammred Ranges
Thie Mame boee is the test o b fhe 1eft edize ofthe Fommmlabar niweremon typically see
thue addrecs ofthe actire cell. Vo caree & to quicky accizpnames to mrges .

1. Clidr inthe name bos.

2. Type therame of your choice.

3. Tap the Biter ke to aeate fhe name .

Frint 2 Sefection of Colls
1. Selectthe mrge of cells,
4. Choose File—Print from the mero1 bar.
3. Under Prirt Rarge, hoose Selection.
4. Click OF.

Enter Data in VirRiple Worksfreets atthe Same Tire
A5 m evmnple, Lot sap o wamitto putthe sanetitle tad bap Jffferad worksheots.
1. DPress avd hodthe CTEL kay. tha click caremlangd: dueets to grap fum
toger.
2. Type the desived tax ot e first merhchset
This tewt witloppom in ek shog,

Awmtomateaily Genorate 3 List of Womths
1. Erter Tamiaryin acell.
2. Gelect the Tamary cell.
3. Place the monge onthe SooFillhadle ifhe botom-right comer of the cell.
4. Dmagz domn elaven roaes to SanFillthe remainiy sleran movithe .

Rename and Recolor Worksheet Tads

Right-clid ora worbiched i

Chices Bename from the pop1p mea1.

Topee therwmr nome amd tap Biter.

Fight-clid thewdahest ti azin.

Chioees Tab Color fiom the popaap merol.

Chunces e disired color from the Fommat Tab Color disleg beor.
Clid K.

(Y- NN

Tips and Technigues for Windows

To Copy @ Fife Nanre from Windows Explorer
1. Select fhe fle name to be copied.
2. Right-did omthe file rome mmd celect Berame from the popp mero.
3. When the file ame ic i Berome mode right-click an i agad wd seled Copry
from the pop-1p merol.
4. Swritdhto the targat donmerd and paete .

Add Deskitop kous to the Start My

Thie Teasorare Meate dultop shortarts & to makie i exisrto acces: a doomerit folder,
o application; homrarer, i o bare to mindmize a1l poar wirdons foet o gat tothe
shirtar i defeate fue parpose. Ton can add fhe dechtop ican o yoor Stant Mer, fenit's
abrrs arailible. To do thic, doggyour debtop dhomtost tothe Start buttan, The dhotox
ctaze anyor dehiop ard ic added tothe Start M.

Cuickly Miiniize Al Qpon Wikndows
1. C]idxtheﬂwwDeslmpnicmmﬂm Quide Lanxuchtookbar at e Lot odge of
the takbar,
2. Clide the icon agai and the Aidome open agadn.

Change e Background or Your Deskiop
1. Right-clids cithe dehtop.
2. Chovee Properties fiom the pop-11p mero1.
3. Clide the Dedrop td.
4. Chooss fhwe bade g ywondesine fom the Backgromd Lt fhen click OF.

Mbve to the ktermat Ceickly
1. Opathe Web toolbarin sy Micoeoft Office spplication.
2. Type thie desred Wb address ithe Sddrecs area of the toolbar.
3. Tip Eter
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Hote: Shad arofiles vy ves anble the examgle shivn, Vardadins are aleo possitle.

Tips and Technigues for PowerPoint

Hidirrg Sfides in PowerPoit,
You oy Rave o FowerFPoiat praaarion that wou would liketo e with several b ffevant
audisces, You con bide sEde ot mapde o ropeinte for oneaudiece bt wot muothe.
1. Chooce Wiew—Slide Soater from the mevpbar.
2. Clidk thot slide oo widh tohide.
3. Choose Slide Shomes Fide SHde from the mern bar.
Wha you vew the sBde show, FowerFoint will skip over the ey slide.

Changing the Background Coforin PoworPoint
1. Ieme the Fommat— Backgmond command.
2. Clide the drop-doae amomr at thebottom of the dialogboes and choose arother
colr or fill effect.
3. Clidk the Apply or dppky To Allbattan.

Erbaice Your Presentation with Transitfons
1. Chooee fhe Wiew—Glide Sorter command.
2. Right-dick crva slide ard chioose Slide Trares dion fom the pop-1p meron.
3. Choose o trwsition style from the Shide Trnstiontad pare .
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Lesson 10 — Organizing Long Documents

Hands-On Exercises

Hands-On Lesson 10

Drafi

TrainRight, Inc.

Employee Policy hanual
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WELE OWE T TRAIRRIGHET
TEANEIGHT I8 CORBITTTID TO TW0 GOALS,
AT EQTAL OFFORTONITY EWEL Y ER

¥ 0TE TRAINFICET E FIFITS.

Horice 1o Evuovea:
Fuarcm o Ths Mara
TRPL) YREAT

Eumres Houes
CompaumiaL TaoauaTioy
Cueroven Bauatioes
Hepsmmmer Pouicy

TRIPL) YRIRNT LASSIFT: ATIO NS

HaL- Ivo B oo
P.qrn Tiwe B e
EvrLovmes

WASEAND EALMARY POLICIIE,

Eas ron Daterstass Par
Bowss

Raba Ry Raba by Ra PaRaRa Rl B3 Ra R PR B3 R3 R

Drafi

Welcome to TrainRight!

We are plewsed to welcome youte Trinkidd., Cagrbilutios on jokug our compaty,
e mmt o emp Loyt to be remmm i ard moaalkr beneficial. Vonbare jodned
orgaimtion with a reputation for quality computer g ad oxstading costomer
sermice . We mpdsratamd fhat oo aaccess depauds @ our smp loess  For thic reasan, me
heheme i Zirg o S e PTOD o tridte, Abae ATeraZe cmpet dinn (es Wage
and Salary Polices beloar), and dallergig job reporeiiliie . B iz our dwcers hops
that o il ergoyrpaar employmerd #d fhirive & thic dpemic compares.

You're Part of Our Team

e amember ofthe TrainBigt team, o wrllbvore fhe opporhmdty to groar Ao
compatey. Vo will be gira respaneibility and dullanging job wdgrmerte ik wpto
~youto ke adraptage of thic opporrdy Ty cadribativg oo tme, Ceativiy, wmd chills.
The saccess of our comparty depand o ek member of or team. Together, e cx
achiare ourgoals and hare fim e process.

TrainRight Is Committed to Two Goals

1. Toprowide our customers with fhe best guality prodacts and serwices atthe most
competiire prices,

2. Topromide our smplaessarth dhaowe aremge comp areation and berwfite (see
Comparey Benefite ) and a weodving enrimrmerd-that albwme them to growe
profecciaalky.

An Equal Opportunity Employer

TrainFEight ic &1 e qual opporh ity afrmat fre actio smplower, e weeloome md
encomage direminy i fe worbplace . At TradnBight wee recogrdm that peopls hare
differert needs ad different lifestes . That's wiy aee workchard to accommodate the
Tdimidoal needs of onr emploees .

Engloyes Policy Maal Tag:1 TrainRight, b
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Company Benefits
Woameey not hare oo aboat & b therahie of your benefite amons to 2
coreiderable um each year i addition to the salary oo e, These are jast some of the
berefite T Right promides to slighle smploees eadh year:

® L3E0al party of aating

«  Crediurionmembership

= Dertal hamnce

= Dimbility leamre of dheetue

= Edocatic assistarce

= Emploes accictarice Progmm

= Group tem life e

= Heakh hamnce

« Paidboldere
Paid macaiore

Hotice
']hmR@tresems mengn.mmod.\fy amend, andvpdate thepolides antlined in fhis

PIAT:
regardless ofbre date and time of serwice arth e compary. Ho oral or wmitero st emert
bry 4 auperr o, manager, of departmerd head marbe fdepreted as a change bpolicr,
rorwill & coretihte 3 agresmerit wifh am emp o . 'm:smmmqumsm&\esole
agmeemert Wit Teped to bt betmmeathe soploree ad TrimBige, ke

Purpose of ThisManua

The prrpose of this marpal ieto kdomm o dbadt T Right' s e kess practices,
emplermmerit podicie, and bt proridedto you e arabied TrainPigt amp ke Ho
emplormes mAaroial ca AT e ery questicy, ool should feelfee to ack questiore of
youx superisor. Ak, feelffee to cordat the Fimam Resources depammet o bare
arcy gaestiore or cuceme | & ourdesire toleesp wopan Line of commomication
betmresn o ad the compaty.

TruinRight'spolides wd banefits as entlined fotbie mavoislmey chare from time to
time 3 Wi condiiore, smplovmerd lame, wnd o el policies dictate. Fthie

marnial isupdated yoawAllbe giren replacement pages for thosethat har ebecome
onttdated. & coprrall akobe placed o e s

Engloyes Policy bl Pag 2 TrainRight, b

Drafi

Employment Policies

Business Hours

Chrregalaroperating honae are 8 am.to 5pm. Moxdwr thimasgh Friday. Voo e
huonxe ard fhe scbwdilivg of o kmud perind wrll e determinied o spenmisor or
departmert head. Ioct smp e are aosiged to w2 forty (40 ) bour mreds . Voo are
Tequored to taoe 3 ot (ljl'\onmpaﬂmd\pernddaﬂy Please paderctamd fhat oo mazy
ruwot "work: frrongs k' i orderto amire 1, leare earky, or work: e o .

Confidential Information
Periodically or austomers andsppliss ertnist TroinRigt with inpottat fdomatian

Teliting tothelr tekesces . The habmre ofthese Telaiondiips Teqmres ccnﬁ.d.ernu].ty To
sufegnard fhe dfbomation recedr ed, TrinRigt requires each emplogee to sig atm-
discbsure statemerit.

Vourr emp lovmerdarth. Tequires Yoo madrdain , ey after

bary
repntation atvd diliyto compete . Therefore, pleace do rot disoss TramFidi o
it e whi doesrot weodk for v, andrerer dicoes ases trancad iore with,
arcpore whio does nothare dired: molremerd the tansadion.

Customer Relations

(Char empliees aTe OO dderface to o oustomers . The weoy oy dress, spedi, and terad
writh Otomers i¢ escential to the sacce s of our compazey. Yoo mast ke madita fe
higust stardard: of professioralism when dterad izwith axtomers.

Harassment Policy
o pomide 3 work aorinement that & plessat, heakhdil, comfoatable,

TrainRight irterds
and free from idimidation, hostility or otherofferices, whidimight it erfere weitharos
performarce . Harmssmert of arer st —wetbal, ghepeical, andwinaal—aillrot be tolerated .

Hnplogee Folicy Mol Pz TrainRight, .
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Drafi

Employment Classifications

Full-Time Employees

it fhe time pond ame hred pon are clssified as falltime, part-tme , of temp oy e awe
alsn toldwhher youqualify for omertime pay. Thlees oferades gpecified, fre baefite
described inthis maroial pphy mdy o fiall-tme emplorrees . A1 otherpolides desabed
T thk marnal applyr o all emplerees, weith fhe eoeption of certaih wmge ad salany
limitations, wbich aady apply to "ho-eempt” emplocrees . Frpon ame ureare whdch

emplorymert classficationporfallirder, plesse achepor mmager. An smplage: Ao
sccessialby complatesthe dtmdnctoryperiod of emplermmetit ard vl worbs it lewt
forty (40 fhioars permeel: i casidered afall-tme employee .

Part-Time Employees

Ay e e kw0 Ak 1ecs fhan 32 honae dameeeh & cansidered apart4ime
emploryee, Bypon are o partdime emploee, pless e mderstand fhotpoa are not elizhle for
henefite desadbed i this mavoal eocept for mandatoryrherefite require dbey state ad
federal Tawrs.

Temporary Employees

From time to time, TrinBight may hire emp lowees for spedfic periods oftime or for the
vompleticn of a specific project. fm emplosreehired irder fhese conditiors el e
corsidered a temporary emplosree . The job nssgnmmt_msd'n@ﬂe ard dortioe of
the position willbe datemined o an wdiridwnlbasgs

Hommally a temporary postion il rot soceed sBc (6 jmordhs i dmtio, miless
spedfically ataded by 2 rita yzreemert, Summer emplorees are c@widered
temporry emplapees.

Epena e a temporary emplovyes pleasemderstand that o are rot e ligible for berefite
descbed inthis maroaal eocspt for mandatory bawefits required by state wd f derml lame
Those temporary emplayees clessified as 'han-eempt" who wod: more than sight (3]
hors hoore dagror more than forky (40 Yhoue dorng ar mock weds mill recefre
oretime pay.

Eployee Policy Mol P d TrinRigt, .

Drafi

Wage and Salary Policies

Chrpolicyis to ectablich competitiremmgss that ire igherthan the stadards e abliched
Yy o ddustry, B addivior, e recerre fue right to rerrrd srpetorperformance and
adpet compereation om w rdiridoal base

Basis for Determining Pay

Yorparris dibaewced by yor job respasbilities, tme of service, and dudimidoal
perfommarce, Four compezsationaall e rarieared o ol bk, md anr
adpstmerts il be atthe ol disoetion of the comparey.

Bonuses
'J:he comparey periodically offers boroxes 0 smplayees. Bases ae ofen giranfir
rdir el performarce ad for the pedfommance of the comparey as awduwle,

Bormses are giren atthe sole diaetion of the comparey, and fhere isno gaarrtes that
horses will be giraufor o partioalar year.

Engloyes Policy Maal Tag 5 TrainRight, k.
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Skill Builder Exercises

Skill Builder 10.1 Use Multiple Headers and Footers

TWO GREAT PAPERS

HEART
Prepared by
Submitted by
Gemry Jefferson
Gemry Jefferson
Submitted to
Prepared far
Harmitton Publizhing Company
Profeszor Chin
Today's Date
Oriental Languages 1338
Today's Date
Oriental Luvgaages 33 Heart Criartal Lavgmages 133E Heatt

Tam writhrg my poper an Bty Ceorgs Bamard, anrebrbuose tile ie
perfect i desabingthe men wdmesmge fut & catake . I apause e word heat
desiriies the marey feelings ad smotiketha o oongey apeE s beart. Tieltha this
novel exphre the durbeside of feeling md emoticre mdthe oreequances of actigon.
them, The Teaiks ofthese adicne am ofterugative wd fhay cr case Imeless, dume,
guil, depressim, mudselfblame, They caakbo dumage relitimstups and even cuse e o
commit snicide Tarlldicnxs thres ofthenarel's dharaders: Fobett, Eay, ad Saeei, md

Shomrhomemy e applie tofhem,

Sunseiisthe mak, choracter, and e Robett asthelowst importat ofthe hree
chiarters Bamurduses Bobert maiilyto ooduce Sered o fhenarel. Rebert & abored
“pot i avd be § atractid to Seread heonse he rignes him, H Tisme Sase s heirg

Aninporat wpectof Robet's charader ft sradshim o Seveed ¥ bis dislie of
e o ftbuer, Bobt fiels fhat the gl betreen bic fithwer suibimeslf ictoo geat He
iz bis fifhuer a5 beirg 1 backmard caminy persarnmko broms rothirg of Life frcthe dity.
‘He begire 10 s ke b fithers haive provitcialien. Hi soom tomardhis fither & evidert
by b Teceines his diploma from the wnes . s fifher ceams tomahie sndhthivgs for
‘more tha they wrereworty, mbule Saseibias aseca ocotempt for hese types of thivgs .
Robatbars awy fom his fither audsedis Seei = a il aud intellecmal faber. B
saye fhat Sureel girechim great satisfaction, mudhe Talies Saeds opinion more thanthoce
ofhispmfessors.

Gz Teffrson Pug 2

Robatshomdom mabes him kg for Sersel’s companiorehip. B ek Fis
SUMETS At b parats’ bonke Fmtermorotay and boetiness . He sy, "Erayammer.,
mituny Imas home for thehobidee, Inouldodans it ad Litentothe plerdrg vz ofthe
cicodes wd findmemeHfllig o o srwgely soomil mood. ke as i sorow ot
10 myheattwith e oy ofthese eeds wd [nonild sty dhaobaehystll thividrg of my
o Yelivecs !

From thuse sxmmples wee oo see ot Robert has feelings of coempt, boredom, and
mbarrassment toRms bk parerts Wiken spesbire shout b frberitanee be wards to knomr
whit am willbe anfficientto awblehimto lre x Sawel does, 5o that nduentbe pedisto
‘his father dont b indertarce, hewillbare some ideaof what to asy for, He also leareshis
father's deathbed tobe Rt Sensed . AFhoagwe ae nottold of the onseqences ofthi
actim i & safs to aeeume futhis ridt brehp Rithb fimily mood bepemly
jecpardized.

Samasfermeleds a greedy marwibo fiils to cotrol b greed, andhe stetls  lage
partof Senseds iheritmce His utions canse Sersed to forr and dimetpeople, wd fhase

feelivgs mabe buim wifhvdrer and Lire in constart fear.

Sansedeumdle swourgs him to iy bis duigter Vinghia, Alfhosgh Seeeilie

stomg feelirs of love indis heatt for Vg, he cn rothring himselto as for herhord.
marrisge dnetohis keeoriies Hi oe for Virgriatommerts him e henemer hae the

Cheary Teferson. Pz s
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OristalLarguages B3E Heart.

stragito do g dout & He rpresech foslings, M Lam Jter i the sory
huowr damagivethis k.

The chrterof Kory has several inpottatpaposs inthenorel e of shid b 1o
devdop Sereeds dumader, wd it trasgh Kt Biwund tells b story He provides 2
il ot a5 Jeam of Sesels e, emotiors, feelives, and actiovs . Kay also
epreats S qppests mangrways. Smeei s emctiwal, aredy smstive, md reas
o simatioess mile Earponthe ofherbmd, sy sesmstobe i cantrol. This covtm]

comes from bis stz Hindn dodines

Itk Bamand vsis: Byt dematerte fhe pownrofbe i amd the pomer of the
‘mind. Kay feels it averythirg & seconiryt fiuding "he te wery Eadeed he seems
timestothi ; afthe body isnecs sy for e ghuification ofthe soul.

Earphns 1o Sear of death. B oo iretoce, b Susel mud Koy ware cm . chifear the sen,
Semusei grabbed Kasnech from bebind “What waakiyon do i [pudedyonitote sea”
Eaydidnot mome mdwribot lodking badk, he i, “Tht monid hepleaont Plewedo™
From this ermmple mre (2 seethe srargth of Kas beliofe mdbi detadmert fom the

materialrorkd,

Sensei irtempres Fo's stoic temperament: % amrogmce mdself-cardidence, aulhe
bastomblehodlivg Bag's sdevce, bnfuct e says, T indeed come to regmdmysedfas
irfiriorto Hatyin arery way. L armied Eny, whowes so mavh calmer o 1. Lhatedbum,

Wit moyed mews tathe toskmomctice ofme no Tatterwdit [ 42

ey Teffrsom Tigd

Criertal Lungunges 53 Heart

Saneeds infirionity complisc cues bim to be jenlons of Eay, wlthe seeds ofbutred
oy oL 1 oW b Ssels mind, Fis feelires wrd Koy ittty nbi,
Ky mpresses his kome for Vitgstin, Sersed says, "] wos waiking for a chanuce to huat bim, T
Dbl e oo, so e Tmight tbeehuim by surpaie " Tfind Seveel’s biburrior
1ms o hecmse he staks Kay ot atime whan Ky & dmgglingmith bis foelings

Tuthe s, e one emotion ot Bay & not ble to suppress  lome, ket
Bamordmalees tery clew bowpomerfl ke is He malres Kay seem i 2 colihened
wdemotiralper awbo ¥ rot are duby e posdhilty o owm deth, Bra
Tove mithourbodiy deste i 1o he woite] Y Kay sxmedsrstothe powr of love mudthe
et in of the beaifinl Viesivin. Eay goes sgaist allofh belis whanhe eqresse
ik loe fr Virginin, Bamand fou demovstraes fhut e power of lare o change apeman.

Thelisre ft Kay commite sicice becaxe he foek i bowe for Vigkin gpes
agnivethuis priviples He frels thathe bos ot lduptokds iled wd ot 1o contiene
Tiving o i furfer temptatioe, He weksto andbis 1if before straying S fiom
thepath, This ie aridaced b axicide leterto Smcel. Haenpethit be b deciedto die
ecnsetburs seemstobeno bepe ofk aver becomiugthe firn Teschtte peman fut hibns
alwys wetedtobe. Wy did Inak so lmgto diet™

Senseiis aself caderedperso, awd fhis self covteredness i cansed byhis

ireatriies. Tumediitely ater ke discomers Kays death b first fhoughts are o pretedt
huimsslf, Ater dioomering Fay's suicide Jetter hie sas. W Thord quicrrend 3 foroogh.

ey Feffirsan, Pig 5

OrietalLavgmges 1338 Heart

ey first fhooghe wes it [am sufe. Twas fuibring cndy ofney reputstion e thetime. What
oftuar fuought of T ceumad of great Mpottang ™

‘The impotte poitthat Bazand shows 1 & ot athoush Smsei o eril foughts.
ik covscimeebnowsthathe & nog. He says, Virghiakad rotbea molred, Inoull
sy bowre spobeantobim belly and o etriedto ewebik axfiring Hi neeladkind
oo, a¢ dry Ivditueeds Tain. TheHare T bom with a compassiuareheat Brr Tnmsnet
myuslseliiben” Burard shuws 1 the impatanee of fllowirg your bt mutut
guitg REATELE e ST eTe gD Heaguin o
ofloms cat dungs apean.

Senseishigmeat prblem & futhenera leumes from his mistes, Tromahat bis
Lifie he faik o expess e feeligs that are s beart, Homrarer, [feelfhat Soveed medeems
hufme ol i e @nd He coedesceshic pat to Rebat, b unmlthough, Saresihae colf- interet.
nmird, He caesses o Fobet sotht b amubame a e cmsciace whankie dies
Harrer, fk contiess kms abo meart to bilp Robeat, Mk Sevseirealizes fhat Rebet
idolines bim . Robeat v Sxeed a begidellectal, wnd he ghmorize Saceds life of
iflecs Seveei At to free Robert from thecemisme abdhep him 1o from his
{Gerseds)mistabes, This seems tobeone of Sensels fwrpostire covtrbaions to fhe

soddy.

Gerry Feffirson, Pzt

FOREST

Submitted by

Gemy Jefferson

Prepared for
Protessor Donaldson
Anthropology 150

Today's Date
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Aadmpelogr 190 Fozest

T thenemthenst sedinofthe Belgim Congp, abuost smcthy i e middle
afthemap of Adtica, liss the b Foredt, a mast xpanice of dence, dump and klospia-
‘ble-lookarg darkess . Thic ic fhe bt of Stanlar's Dark Candinait, fhe comtryhelored
and bated, the ceawe ofhis, aborted  ill-fited expediiorto relieme Bmin Peha,
axipecdiiom costing housas of lives and inposing atmosturbearshle hardshipe on the
sumrimors who trdddoed acmoss fhe great forest 1ick once, bt threetimes, Joshemers lires
each time through fighting, sicness wd desextion,

tarpare who bis stoed i the silevt nearky desolate emptiness of a tropical i
firest et buome huome Stanley amd b Sollonvers felt comig as ey all did from av open
conrdry of ol plaire., of aurdizht ardwammth . b, romber of people who hare misted
the Brisince and marey b hurre Hired there, fee] et fhe sume. overpomvered brythe
hewriuss offevargthing - the dump v, e gigaticate Idatrees that are covetadly
drppivg,never quie diyig ot betveen fhe storms thit come withregiliriy, the wery
warth sl heary and cloying after the sightest chomeer. fod above all, such people feel
oreapioReTed by the ceeming silence md the age-old remoteness andlawelines of itall.
This ¥ the world of the rin firest in he Felgim Corgo.

Bt fhese are fielivgs of cntsider, ofthose who do not belmg to the fozest. Fyon
are ofthe forest, it & avery dferant pluce espedhlly i pouire Liredthair all of your e
bt seums to otherpecple to be etemal md depressig gloom becomes a cool, mesthil,
shuchy Tk ith light filtaring Iamihythimigh fhe tree tops oot et bigh ararthesd ad
<HOE AT fhie direct sdight—the amilisht S driesip e nemefired woridafthe
ontsiders amd mabres & hot ard dusty wd dirty

Gerry Teffersom. Dag2

Aeftmpoby 150 Forect.

B the s lence i amyth, Fpouhare sus for them, the forect is full of eomde—
anciting, knad mepeterions, movrefil jopfal. The shriltrumpetivg of w elephat or the
sidrenirg conghofa leopard forthe burrdred md e s thet. om be mistadon fr it
s abces Your heatt beat & Litle o eniby, telng you fhat yo are fust fhe it seared,
or evenmore. At vight youbear aweind, langdnme- o, sl ery bigp in e trees.
Tt seome 10 b v amdlon, v o wonder whve b of ereanre can ey BT 50 kg
withiout tadevg breath or alredt i the ation, The pecple ofthe forest sxyit & the
chumeleon tallig fuem thon there is ey neadhy. Scimmicterrll tell pon that
chumeleors ars vmble to mabe avty such s, B the forest people of Cayln also
Imawthe song ofthe chameleon. Thenthe pahatic oy ofthe pigean. vplurtire cooing
tht ¢lider from ome nota domnto thened e i diss 2oy 1 sott, cod, itlemom,

‘There are 3 murhide of difforet sommuds, bt most ofthem are as oyl asthe
Tinds that dhnse rve another thoughithe tress, singig as fhey go. or the chate of the
Buatadsome blach-wdwdite Coltbus movdeeys as they lexp Som brnch tobrnd,
watdingwith curicsity everyihatiue goe mbebw. fndthe most jogfl somd ofall
0 me ie the somyd afthe firest people as fhiy sirg 2 bty chons ofpraice to it
waderfal workl of their, This exscade of somd echoes imang e trees wtd & seems to
coms a yourom all sides b sheerbenty i and goodess, il ofthe joy of
Tivizg. Bt i yron ame e, onteler from tha o forect vrorld T amppoce this ghrion: sang
weldjust be mtherncise tn grte onsparnere This archestra of delighrfal sounds i
kit [ Lo bt sbout the forest e Belgim Corgo.

The warkd ofthe fozest i 1 closed, possessire norid hostile to all thosemio do
notreerstard . At frstsight poomighe thirk i hostiletn all humans. becuse inarery

ery Jefrsom, Pug3

dathwapobey 150 Forest

7 iliage on i fhe same epicion el far of the forest—ar ki, Ipenetrablenell.
The willazers are friendlly to strvuges. offrinig them the bet cfwherar food md drirke
tharhare, 1 abvays lewrigont ahouse where fhe trareer cn rest i comfort and
safity ndsecuriny. Eut fhesev Alages e set among plantations cut from the hent afthe
forest arourndthem B s from the plantaticns that the god faod comes, not fom the
forest. and for the villugers 1 is & covstary battle toprerent fheirpleta s fom being
aveErm.

“Thay sperk ofthe extive norkd bapand fhe pliveations asbeig a ferfilplace, full
af malevolet spirks ared ot fit to e e in except by wumals and Bl which &
wht thevillige peaple cill e Fymies who are theheross ofonr story. The villagss.
some Bant md some Sudwic, beep o fheirplirtations md sddom go itothe forest
\mbss it & necessary. Frfum it is aplace fenil They are ontsiers 1 the frest merk.

But the Balfbai are the realpecple of the farest. Whureasthe obertries e
reltivebyrecert amrivak, the Pygmies Ture beenvin fas forest for marey millions of pears
It i fhairmorid, i e for thiedr affection ard mact i eupplies them ik all feir
reeds. They donot hameto cut the forest dow tobuild plttiors for they bnow bow o
bomt the zume and gether fhe fuits tht g i iodnce fers. They now hoor o
distinarihihe dwocetlolig fteba wine from the murey othes it Tesembles s closely,
and tueybronrbomto folbmr i il Jede tham to a carhs ofenTrions, sl dathy
roots Theybnowhe tivpsomds fut tel wharethe bee hare hidden their borey; they
recogiin: fhe bind of weather ftbrings amulbnde of different vk ofmushrooms
sprigirg o the Atace; A they non mit bids ofwrood ad Leares often diegics thic

0. The 601 Tu0 T When TS SRR a1 i time they Taaer be coghe 1

Cery Tefersom, Pug t

Arftmpobgy 150 Forest
provile an mpomare. delicacy, ¥ amepeteryto e e people ofthe forest. They
baumrthe secret Daguage fhat & devded all outsides adwrthont which 1t in the forest
is ap ipossbility, This is ndit et's hem surmire i fue forest.

From Fie Fovest Pargiery Colin M. Tarbll

Cery Tefferson Pag 5
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Skill Builder 10.2 Create a Table

of Contents

Good Old Family Recipes

Table of Contents

HovsD Gowvees 1
Hot Atichs ks Dip 2
ki g ]

Branch 4
Teg ond Suusege Lesseroks H]

Quiche Lorraina 5

7
]
]
a

Entrees
Chicken Dijen

tamed Beef and Cabbags

Deserss. 1
Bunans Fut Eroad u
Wined-Borry Hupo kon 12

Hors D'Oeuvres

Hot Artickoke Dip

Irgredents
1 Tcrice con af waterpacked artihakce hearts, el drored ard fine by minced
1 ap maypaevise

1 o frechly grted Pamuesan cheese

¥, zarkic clore, mached ad fr by minced

1 tibleoenmion, frelyminced

Procedare

1. hasmall boarlmicthe atichobes withthe maryoruae avd cheese.

2. Buir i the garkic wd oeda,

3. DPor o o awall casserole atdbake wtihet amdbubbling, sbout 15 o7 20 minaes.
4. Gerre neith cradvers or Franch hread.

Word 2003

Page 92 of 173



Printed Solutions Guide

CiamDip

Irgredients
ISmepadxge em cheese, softimed
P

ilapones i Srudrminced
Efein arlic finely mine
Salt ard pepper.to tate
Feme dreps Tabasco saice
1 omituced clams, drhed, Juice Twermad

Procedure

mayoemaice)
Al the amion, zarlic, sak pepper, and Tabasen saace

Stir inthe clams.
Chill 2 keast TR boame, bt i better made ome iy dhead,

R

Mabees 2 cups

. Miesoftensd ceam chieese and mogportuise together wrtl very smoofh. (s
‘mportan to 1 the cream cheese sben or £ rAllbe diffiralreo mecith the

£ enonzh ofthe clm fuiceto Teach  cotsistency you Hie

Brunch

Egg aml Sausage Casserle

Ingredents
Lo g pak ey esogs
2 o5, renchbread cubed

218 ops rorfit milk

% 05, g5 (appmoee 4-5)

1 oup Dbzarella cheese, duredded
1oup Ceddar cheese, dmedded

Progedure
Suparate smsage aned drop o shlle,
Cockomer medim heat el browmed.

Place bread aihes i grensed Sl 3habdrg dih.
Top etk susage

Combine milk, egg wd pour oer et
Combine chee ard sprirkde overtop.
Comrwithfoil.

D S b

absorbed.

semeril huamrs or oremight.
BRemome foil std bae b 2507 for 25 to 40 mivates orurtdl gp e bowe wd Liqmdis

Qufche Lomaire

Ingredents
9-nichpie el

Fillirg sgzestiore: bacoe, ankn,mshmon, spiady
1 cup Bwrizs o gruyere cheese, cubed

zmps(mwuww)mwymm
¥ PO IS

Y teaspoam st
Hteapom e pOp

Proced.lre

Préheat overito 425°.

alre ptry Smiruttes

Pt illvg mpie el

dd chweeses

Elard ez, qeam, rormeg, alt, mdpepper.
Par npE chell

Balre at 300°350° for 45 miretes onumtil fim.

i b
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Chicken Dijor

Ingredients

2rbiole duidven breasts split i mndhaned
Ltsblespoonisalad ol

2taklespoots all parpose flovr

1 o dhdhen bt

Chupped freshparsley

Procedare
L. Inshillet saté duickens e ol and butter omer medim heat wrilThrons md
teuder, about 20 mirotes.

2. Remone crickanto wem pltar,
Entrees 3. Addmushrooms to deille drippires mdsmed wed light b
4. Removeto
5. Addflourto shllet; cooks while stimng el uthly
6. halbrahwd qem,
7. Coal, ting il cuooth md hickmed
8. Blard in cayerme andmustard
9. Pt bamed hidken arel onshuoms backrirto smce
101 Simmer, coversd antil chidvenis pipir bot shont § mirates.
11, Diship onbet phiterwthsmace.
12, Spritk wihparsley.
15 Surve mrihsteamed rice wd vegaatle.
Hles #semvings
7 ]

Carned Besf and Catbage

Ingredierts

45 bs. comedbest

IHiend ctboge

5 potatoes sliced inhulf

Procedurs

1. Smmer comued beeffor 2hours

2. Pax ofallwatar,

5. Covarmiteshwnar.

4. Simmer for 4 more hors

5. i cabbage | henrprio toserving,

6. Adpotatoes PhaITETECo semiE

7. Trim of e slice acoss the grub, md sere.

Desserts
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Banana Nt Breal

Ingredients
% cup coumely chopped waluts (Zomnces )
1% oppe wihleached allppose flonr
Lteagpoonbakrg sodu

2 large
Hap arolael

3 medim ovempe baes. masked 1 ¥ 0mps)
Lteaspoonpure Tl trad.

Frocedure
1. Prdueat the oyento 250°

2. Cont 93 S-hch bafpan wihol ormagetible ol cocking gy,

5. Sprend the walts ina pie pan andtonst e ovendor § 10 Smintes, ormtd

gt Let cool.
T3 medim bowel, whi the florrih the g sod, Ciamon s si.
Tnanatherbow], combitu th ST, ez ol mdbent athigh peedured ke
cobored ard creamy.

Ak harains avd madly bet il smocth

Stir u the dry irggedierts wetilthoroghily blaudsd

Foldinthe ol

P e bater #ao the prepared pan andbaie i the middle ofthe ovandor 50 -6
‘maruntes, o kil fe top  SpTire vl a cabie terter earted fithe conter comes it

wa -

clemn.
10. Letthe Joof conl i thepan for 10 mirnteshefore tumirg & out. o arerk to ool
completely

‘The bread e bewTipped tigithy i plastic svirefigerted firup o 5 days orfosmfr
" to Jmonths

Mixed-Bamy Napoteon

Ingred ents
3 rup assouted ffeh b
straaherries

¢ (ach % ruspheries, bladdbemies, bhaderies and sliced

5 tablepoots s1zr
1o dulled whippitg Team
15-0mcs oortakermascapone dheese
1 teaspoorrailla sdract

Procedure

1. Toss bermies i medhm bomel with 3 tblepoms ruger. Let o 30 mbowres

2. Using dectric mixerbeat whippg ceam, mascarpone, vaudlla, awd remaining 2
tablespoors sugnr il fhe midure it stk soft peds

DPlace berries i dessert aps

T earh wifh a spoctfal of MascaTpone e,

N

Skill Builder 10.3 Create Cross-References

Welzome to Palin Springs
The Goodspeed Company
Yacation Hames & Candos

The Goodepeed Comparey wrdcomes yon 1o Pam Sprivge, e Tl of enlless supdiiie
Tmaggine yourself lomngiig brythe pool i 2 koamy bome ovebodting bishfiirns weik o
wiemr ofthe Sumng S Facito Moteirs Tisig 0,000 fet i ot of you. {See
GolRescat Rertaks) Fgolfis rutpour thing. chech out ourseledion of i tomey
cordomirtims wihterek, pools, md pas. {See Candominim Rertals ) Stml akeeg
Palm Careyon Drive inthe historic heant of Pl Sprivgs and discover  veritibletreasre
o of e gullaries, Tectmrpns, mdshops

Whaterer yorracation prefirences might b, you'l find Paln Springs isthe bestwik
peur-romd biceling hirg, borsddh idivg. Viek thescevic Indim C orride
the Paln Spring Aerin] Tranewery visirg aver 5,000 feetfor 2 spectaclar iy afthe
Conchulla Valley. {Sue ctivities J

At right oL enoysome ofthe best diuiig arailible amdure. Fomnative Spaih.
influance to Califorin light. our dhefs will thmpt yourtasts e weith culivary delighs
tht reep you comingback formare. [See Conchelln Vhlley Dining )

Callrowto resere yonrvactim ratal ind st plawing for 2 Sl vacation!

Activities
Call todday forbrochires descibie your fmorks Tacation activities to hilp youplayor
dream Tacatin, The mary S thit to do inPabm Sprives ichade:

Celehity Homes Tonr
Fectirals ard Faie
Cralf

Hildrg
Homebud Ridirg
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Golf

Resort Rentals

Call today to boakyar resermation a ane of our by golfresort bomes  Overbocie e
Fudrwry. or splich Fuyar awm pivate pocl. We bame azectalthat willmakes your dreoms
Come e,

Bt (olf Chab
Champimn Colf Commmitis
Coachella Valley Gol Resart
Cirared Vista Resot

Tndim Valley esort
Montzin, Wiew Crolf el Spa
Paln Desert Resort

Daln Tree Hearen Resort
Wlestern Walley CGolf Resort

Condominium Rentals

Vi ca iy the space apd comfort of whiome e e DoKmerd for less o e price
ofwcopnirg hotelmom. Close to tarws, hoppire, ind ectanalar diun, Choose
from ome of ot cordomirim compleces e heatt of Pabn Springs .

- Cugon Vew

Coachella Valley Dining

Call pTesenre yomrtible arone of Pl Springs fnwet restamees. Relecna
comfartahle amosTiers ThaTe €ome of e fuest TesnITas i the coeary well arend
o your amery diirgneed.

Blame &t ony Miiche Bar & Gl (Eddectic)
Caron Eistm (Eddectic, Franch )

Codar Creeht B f dmerican)

E Mireal Cocna Madowa (Madea)
Fisherman's Micket & Ol {Seaood)
Craacamole's {Mescicen |

La Browence (Fcpean)

Ricei’s {falim)

The Bombay Grill {diz)
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Assessment Exercises

Assessment 10.1 Create Multiple Headers and Footers

Thomas 1
Cyrihia Thomas
Profissor Tukson
fmericu Hiswory 120
Toduy's Dte
The Salem Winchert Triale

The village of Salem, Massackusetts, experimred e ofthe strvgest events i
‘history bt the manths of February md September 1602, Inriz tese eight movihs,
the milage experianced rrilepread acaisaione ofwithord wnd sorcery. Irially, e
‘problems afflicted 2 fer ieclividuals, it ey soom £ tn affect the entire commmity.
Thase accusatioes reaiked iy omer 100 ameste 19 exscutiore .

Whichoraft and wikch triak had been v for certuris in Brope, bt theyhad never
oo inewh Jrgermbire bt colombes. The wideprend accusaione Teatked i
the estahlibment of 2 special court just to deal witthe accusedwetrhes. This comt
accepted strmge aridince ard tried people from all aspects of socisty.

The Massachusetts Bay Comparty wes frunded the willage of Salem in 1626 The
willage grem i more setlers cme o the Hew Workl fom Burope. The conmmity
sxperienced a seback in 1664 when e Briglish anhorities abclished the origial fom of
Zovement. A e gpverment wos stiblidhed it was overtbronmin 1629 ha
loodless coupthie Jet the extire ool of Macsachucate wrbont  legtimare
govenment. T became a seriovs problem i 1692 wherthe accsedwi ches were
ammesti, WHbout 2 legitimate gomenmert the ahorites i Masadhusts hadno el
ight to bring the acosed wetthes o trial The trisls didnct begirortil thenewly

Thomas 2

appoitsd govemor, Sir Willinm Phipe, arrim el with a new chatarfor the colany. The
st azrusts were made in Feboury, bt the naw grvemor didnot wcirevaetd early Fone.

Witchorft inthe Americss dutes backto fu fibesrdh cerbmy. B 1494, the belisf
I witchTat recedred the Avamicn ofthe Romm Catbolic Chamh, The o belimed
thot wekehes o for the Deril. Ty ersaned fuat since the Devil v 3 spichul
bz, he aoetot throughboman bengs . They biliared foar a wivhmould sdlbi o
bt soulti e devil i e for certain powers. They heliared thatthese poveerswond
i sl e ot people.

“The belief it etiharetk spred thmachont Frope inthe shetesrth md
seraeath cornmis, Thousards fpeoplevrne harged md e for practicivg
witchoratk. The belief in mitihes came to fae HeneWorld wifh fue coludsts. Al
conwitinms and xecutiore for witdheratt were fir less common in the colanis e b
Bimpe il 1692 rienths Salm witch trink ocomred. The sertsmceofthe corided
dspandel uponithe digree ofwitdh thvt ws practiced.

Wtchorft came i three diffrert degrees . First-degres Wittt was the
practice ofwhite magic. This korodred the e of chimme el spelk such as camryiga
ralbit's oot orkianging ahorsesthoe upsile dome overa door. The Ebetims fufirst-
degpee Wit wrere usmllr o cer, thirefore, the pubEHIL e e Terely a marbal
Inshiiz o the Local dergy. Second-degree witcharnt wos Tefimmed to 25 black magic.
This wee muchmore serious fhanwhite migic because s interdedtn beusel
malicimsly. Bl magic was cansidersd o oppealto e Dard inorderto accomplish
enrll. Third degpee witdheratt was wery serinus. This frmobred actually sellirg au's soul

Thomas 3

o e Deril andbecomirg s seorere. This was the type of st used i Sadem
162, wrd the pueckbment wes almost alweys deah.

“There e relatiraly e chses ofrvichoratt i Meor Brglndpoorto 1602, The
cases it did ocourTre Tost ofen miner, ard fhe vidine edbisd il smptoms
‘The most common symptom was the occumence of coromikive fits. These were violert
fits that corwinced most ofthe wtherkiss thit the afflictedperson conkd rot possbly be
actig T 1671 2 woman rmed Btie] Ee iy dareloped paire irther legs aned ams, and
shethmbegm chavig & i somethig were lodged inher thovat. Shethen begm haring
wiclat firswhich Lted for sememnl morths

The churchibnd a great dealof rfhoerice aver thepecple bring i Salem. The
churdhat this time wos wery powerfill ard wed s power to cortrolthebeharior of it
‘members. The chorch s, afber all the center ofthe Prtan commumity. All freemen
ater 163 Lwere frced to iy chorch v allpersors hadto atterd church absther o
TottheyAoers members. The chomchhad great #fhoence nd some cortro] aver fhe
gomerment, since all penple weze churehmembers . Becnuse wrkches wize beliamed o be
the Dol wiers, e church sraghyhebiored inmebeherat: and avorsed the
amecurion ofreitchis, Ther logicwas tharthe Deril nould utimarekrbe wedbiaedifhe
lost s s,

O My 14, 1692, bumiy appoitted Zonemor WHlliam Phips arrined i Boam,
(e o firet tacks e the establEbmen of  contt £o deal with the accused witduee.
The conmtof Oyer amd Teminer w estaklihed wik Linmauet goremor Willim
Stovghtm as s Chief Tustie . The Courtof Der ad Terminer opened tsprocedings

oo Fuare 2, 1602, ad the fit trirlresued ina death sentance. The fret person tobe

Thomas 4

havged ane 2 woman ramed Eridgvr Bhop . The placs of stectionmron coon come
to bebromn as "Witdues Hill " The secord siting of the comt heeamd five cases, each,
Teslting i1 a deahisertence. On oyt 5 five more people were sertenced to die,
ichading e Revermd (eorge Baroaghe b sarly September more peoplereceired
deafhy septerices, awvd o September 17 atthe fivalsitivg of the ot tae more death
cantance were havded doam. The Comt of Orper and Temmirir cardanced 3 total of
niretem peopleto death, mosthybry hangirg.

Thee Salemwitch triak were tudeed ane of the durbest arats b colanial histery.
Adfhongh witdh trink mdwitch hangings dilnct begin at Salem, it wae in Salem that
thueyrenchedther pek: The trink nchidedpenple from ol Temek of sociy. Fineen

people roere ssecuted and Fuineds more e pesenited.
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Woiks Cied
St Richard W, dz Eisiyrical Pevipective on the Solen Wechawgt Tviab, Chicagn,
‘The Heartlad Pubilikig Groap, 1987,
Tillsorr. Ted B. ey Aneericen Witchicy, Hevr Voie, Parcy Prblishing, 1992,
Aloweler, Willim T. Barip Ameicen Follicre, Wichegh, aud (b5, S Frnciso,
Tanzs, Ledtman, and Vg Publiding, 1990

Assessment 10.2 Create an

Index

Bed and Breakfast Inns of California

Morthern California

Emily's Inn

A magnificendly nstored o the-certury Qaeen dzme Vidorian bome. Ten elsgant

et Tooms, each wrkh private bath and b ripool. Located i e heort of Somama.

Conrymrine cum:ry }mmbbchsmﬂmwum it ATy y willfing elezat
TetaTLe, dicps, wd: AL SOmptin breskdhet MAts YU ey mondhE

mmwmmmmmmdnm=

Hosls Dmgmitiu‘l

The Speck House
Eerince beatifil Monther Califorrda monrtains outside our cozy Bel & Breabast.
e offir artiipue filled rooms e bing-sis: beds prirebath, md smallrefizertor, &
all breabthetis sammed i the elegt divhz room oTeribdhg 2 beanifil roee Tomed.
Tt g,

Tomry Bardia
Hodts: Tack ard Barbar

Inn an the Squane
Buaik in 1472, 014 Brelish momsion will pemid yon ofthe days of Shlcespeare. Far
gt pton i gt cuvdredvoo i s D cob. md mplace.
‘i dalicione Sl breaddist, Tourneth, bramaticna du

peends. ol of couas, st
Towr: Sunta Fosa
Hodts: Forh md Dare
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Index
Central Coast and Valley
‘Wesley House
ectanalar oceuTieRs Tooms o oceandionds with patios or balcandss . All beartifully o
decorted ooms hare wood humirg fireplares andprinate batks. Champagne md fnnit oy
and cheese tray is served o amral and ® expanded catinental brealast s you homichalE
eachmomirg, Brjay fhe outdborheated poolor loose pams i in the chamuire tome of ng’; 2
Cazme] fll of ant igue shope, art galleries, and gift shops . %
Tomme Carmel ¥
Hosts: Tobe mmd Tevey S 0
Fmfy's Im.
Lot 2
Carmichmal Inn 1la ek Ho 2
Flors abowding it flomrers, Tooms overlookivg thebary, ard the somed of seals bk r
syonto slesp at vight . 411 rooms harre hirg-cive beds and wood buming fireplaces. For T
weill find 2 fiit md cheese snack inyonr Toom when you amive are a hearty bome-made Camul
reakdust will be deliveredto yonin e momig ogethwrarth e momhg paper. By Eml 2
ma Mﬂme]Ew)qummngmg 17-Dile Drive, and picrdckive anthebeach, Berky....
o ared Marikm fh B ]
Murphy's Inn
Puil i 1920, Mmply's Ew & » Mt Hitoric L with 15 rooms, inchad
cottages i a bvelygarde sutewrih Facurn. Evduroom bas aprivas bah wd i
tasefially decortedto Teilectivgths ailding's Vidarm cham., Savor afiull bredast
sermerd cmoH Shtfield s rer and Victorimstyle china, crystal, ard lace. Some rooms
hame gectamlarmizvs of wames mashing aguivet fhe Todis
Towre Pacfic Grare
Hode: Glamoard Olivia
Tahle of Contents
FY X007 Revenue Resulss 2
Online 8ol H
B0 Fumber Sk H
F¥ N4 Revenue Fovecast. 2
Hew Product Flans. 2
Health-e-Meals.com Diessort B H
Heakhy Baorages 2
Annual Report Inzerner Swasgy 2
Ergicyee Benefiss 2
401EFPkn 2
Prepared by Proft Sharing Fhn 2
Geoffrey Judson
Today's Date

'

.
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FY 2003 Revenue Results

Ve b muthar gre pearwith o overillsale growriaghy 159 This  dueto the hamd
et ] oL of GO el

Ouline Safes

Orlire sales iucreasad by 277as more and more conamers Tecogrizd the superior
«quality of our poducts . Our desset T did especiaTyrell.

#00 Mumber Safes

00zumher sales grenrty 5% This ¥ encornging cansidering that marey pecplewho
crdered thmughithe B00zumher inthe pasthane bes reamering,

FY 2004 Revenue Forecast

FY 2004 willbe minther gpest year! We spect omerallravenu rowih of 30%as o
v pmdact Lives bitthee dhelres.

New Product Plans New Product Plans

This yearwill be cur bigzest e prochact Tamih in cer fie yeurs . We willbe This yearwill be cur bigzest e prochact Tamih in cer fie yeurs . We willbe
intrechcing ourlong-mwcked desert items ander new heali bererazes Tne intrechcing ourlong-mwcked desert items ander new heali bererazes Tne
Dessert Reins Dessert Reins

Weweillirtrodiuce over 25 heathy desserts to e skl in speciakystores frmghumt the Weweillirtrodiuce over 25 heathy desserts to e skl in speciakystores frmghumt the
courtry. courtry.

Heafthy Beverages Heafthy Beverages

Breryone lovesthe rusy it bererge We certainly bure 2 treat in strre for mangzo ard Breryone lovesthe rusy it bererge We certainly bure 2 treat in strre for mangzo ard
papa laners papa laners
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Internet Strategy

Ovur e W s will be peraticeial by Rame 20. We expect Iagre rummbers of cummest
ad e CStomers 1o b arderiti directhy fom the site, To pomote the site we weill
otfiz 0% disoorts o ol Wb site cnders for thefiret 91 s of operation.

Employee Benefits
W zealizethit our empliipees are Tespors ble for ovr aaccess . For s reasce, e awe
irirodncing twe it nemhanafitsfor et wd new employees

AT Phan
Fowcm canriate i to 15 of yourpuy or$ 10,500 meolbrtothe 401K pln, This
‘money istalre pretice dolla sl can be Furested tiocfres i youTetive

Proirt Sharing Plan
Vel coptribte 5% of U [rets prafits to an emp layee profit sharive pla, The
oy willhe distribted to smplogees basedtpan tme of serrice and hase salary.

Index
5 FY0M Brrezrs Bomasst...
Emyplyu Fuaafir ... y .
HIREL ot Sty
Pufit flarig 3
A

T 2005 Bawam 1
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Murphy Genealogy and Family History
Compiled by Arthur Murphy

Table of Contents

Froderick hMurphy and Fuby Pledger 5

Fobert Mumphy 3
Elizabeth Muphy 8

E]

& " hFrederickdoc
B

L] ? ARohert.doc
=]

- ? Elizaheth.doc
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Lesson 11 — Creating a Research Paper

Hands-On Exercises

Hands-On Lesson 11

‘The Baverrua hud s origire tthe 1960s whan the Depanmert of Difituce dimeloped o
Commumicatioes Betmvok 1o comzctthe Conprtars ofparions miliary itallations. The
Diepamment of Diefitise remomed fts compurers from this hawerkc b the 1980 ard nimedover
the catmltothe Hainal Scisnce Foundation (HSF). b 1992 the 175, gorement witbdren
itz o the HSF il snommagedprirate conpaviestn adnivditsr avd comrol e
“Htemet." R was atthis poitthat Bitemst commerce was bom. Conpaniss bothlarge md small
suddandrreatizd e enomons marketing povatialof this ghobal computertuvat bt the
Titemet could bemms the lrgest global markeplace by 207"

‘The commercial potential of the Ttemet stems from the foct that i & a globalnetwi
Wit e ine access * The Titamet i also arailible 73024, The Porkl Wile Wa adi
moalrimedin capabilties to the Firepuet mich i importan for ke ing and avenihg, Quid:
prohuct delmery, wtomated order-toing. aed Jomr orechead are semeral mare factors that are
driring Femit conmerce.!

Tetemet commerce weillbe u drivitg foree i e glohal ecoomey ofthe tevtyfirst
ey, There are stll obetadlesto arercome, bztechtuclogy s marker forces will propd i
e commert il mediim foreand ot 2 rapid pace.

* Thi ¥ fhu opdnio n of manyr b fmes Badew ard acotomic s
3 Phie & o ot Tikd S, burmany Smignustins il s bine dn b il e i nameng

Iuko tavis pviss
* Thosn fiomes ugond mpo tha capablites of il msompari:

Richamson 1 Richamlson 2
Hote: Ty Le shovn. Variali o possille Table of Figures
TR T—— 3
Figut B 5ET i FFIAET. 3
Figure € Foam 3
Figure DOALVET et TLROF s
Figurt EF4 5
Figure F icsgs B
Figure 5 By 2 e .
Fitare H Bl s Sl 7l T
George Richardson
Professor Wilkins
Office Technology 122
May 22, 2003
Richanison 3 Richamsan 4
The Baemug accomeedsor omer §50b i i eales 20017 This Amber coukd
‘Tench $200hlkin biythe wear 2003, Howrarer, the Lgest portion ofthe itemet commerce pie
itemet Commerce TIL LD COmmeTre hetrvesibnbussses. B buess o bushess ot commerce couldhe as Tz

us $17 trillim by 2005 Ho matter how you elicethe pie, the btmet will provide huge
dimidkeds forretailers, brokierages, bk, and athertypes oftsiesses.

e thibiggzet dhataclets ailng oommerce has bea the povaial Ik of securiy.
Mty consmmers are hesiant o enter credt card rumbers in an electmrie form on some
COMpUter system i cybempuce. Brenthonugh Tecert studies b shomn vt eledraic
commerce js more secure thir offline commerce; consumers are stil cattioos * Priracy & ako a
Concem formatty consumers . Most couamers are already orernbelmed with ke madl, Dhick
teleghone calls, wd deceptive adventistre,

* Bichard. dmith Inrmee Commeree, How Yiad Tuhood g Bves, Tow Yak HZ, 201, 3233
* St ey, i n e b, Shoe Vel Es, BaaTow, U DL, p 18
* SR DAY, Innttiing b A Al kem, S04 ATy P, finTom, CA 0L, p. 20
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Richardeon 5 Rickumdeon 6
Evolution of the Intermet
reams
The et Temo ktiorimed commmicat oms expanetilly. The following PoartPairt
presettion highliges saveralkey evas mthe tmeline ofthe erchtion ofthe Frema, Tao
Tigh poits patinilarty significort to Ftamst commsrce were the denslopment of grophical
broweser mmd dectmpic mail, Ak i Suppes. md amadl aive
Iy ibox ki secands oEpluckg amorder.
1853- NEER
The inkemo ¢ TS
Figur EFFE GraphalBrowser
Feur AT dudon
1864 - NETECARE 2 80 AN
o - arsraT
R P Ay
WARCE THE
EROWEERE
/
P ——— T
T T
Richamdson 7 Richamdeon 3

Search Engnes
\ ¢ 1995 ?f .

A

A Google Labe experiment calledthe Google Dedihar i o search spplication fat Iats PC
1S4 perform Croogle searchues ar aytime from ey spplicion, Liethe BinBiot Dedrhar, the
Gzl Dedvbaris adfes soffware downiload thit appears as a seardh bozc in e Windoms tashbar

it thebottom rigkt of most Wirddows based PCs.
s e fits ofthe temt cortinuss tn emolre. the tmblisoms problams of seourky md
‘priFacy corirue 1 heed Mamint. Bt may rvmai cormiucedth tecktuologymill be hle
adddress these comcems ard socity b gerl will be pemdedthr the Faemet & 2 safeplaceto

corchac Commerte.
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Table of Authorities

agEs

Untreraal Ly S, . . Corks, I8 FRL4I0( 208 15200
Untreran! CEp Suies, b, v, Remendes, 111 T, fugp. 14 25¢, 306 | 2DH T-2000

graTuTes

Califimi's Uafom Tiads amk fo
Dhigin 1Mk

m?mcw.u:a.l%m 2
i, Cipyrid Fatl” T TRy 1 —

Second, inboMing Califomia’s Thifom Trade Secrets Act (“UTS A", Cal. Cir. Code 5 3426,
mooetiniora as applisd tothe facts of this case. fhe cout of ippeal mgrged b an hcomplate, md
thersdons e First Amendmert walysis which Ledto fhe nemig et b atomatically treating
tht soumce code to e DVI descrumbling ™ De 56 softmnre 25 e speechmbjed toprior
‘Testrait analyels, fhe et of appeal fuled t coveiler the sbamtially frctional (e
noreguess ire Jrure of computer code . The courttherefore fuiled o applythe sppropriste wakyek
for detsrmining whether Goverment actim affecting speech fhere, fhroogha private hrsuit aimed
t prematig e il dsem it ion cftrade secrds should be orsidered uderstrict or
eTedinte ST, A aresk the GO of appeal’s decEim e iencing e SapeTior comt’s
‘prebmirery dimion dpated from Firet Amendmert precedert and acoordedton brle protection
agprinst harmal computer code. edeed. fhe court of appeal stms akme asthe ey cont 1o bol tha
comprater source code & pure speech. (hure, thmugh nprimate Ivsnk afmed ot prevanting fhe
bl dissemination of trade secas ) ol be considered mder sridt or dtemedite sy,
s aresk, the comt of appeal's deckom Temiening the SpeTior oM's predm iy ncicy
dspated from Firet e dmer precedert and accordd too Hrle protedion it hammdal
comprater code. Fndeed. the ot of appeal stands alme s the ovily oot tohold that sopater
source codeds pure peech,

“The Ukcked States Count of Appeals for the Seoord Cirouit oovsilered a similar issue
morigtheery sume De (55 somce code i Dievesal ChpSwalon, e, v, Corip, 273 F34420
{2 Cir1% 20013 Chrlep™. 2 case brught by member motion picture stdics of andcus MRS,
Equessly declivirg to follove fhe Parer court of appeal’s Fist Amenimert. analpsis, fhe Secand
Circuit deerminedtivt fterme dinte serubey ~not strict serutivey —was e approprite testfor
dging Goremment aciom agit De (S5's dissemintion ofthe see heys tot pravet
mathorized mienig i coprbgof DVDs  Applying ftsrmedine sy, the Secand Cironi

pbel At i mutinmdsr the federal Digital Millewdm Copyzigtt Act (DMCA™L 17
US.C. 58 1011205 (200012 szt distribaations of the De CE code.

Third s contt of appeals decision fuiled i gire arficiens deferance to the s oftrade
seTits a¢ puperty, mhith ledto w smmeons balaueitg of Firet Amenment ard kellecaal properey
rightshere. The court of appeal therety trlemmined the indepeudant vabne md conmerial morality
gt aftrade secretpretectian, Learing thismaduable ints Tectnalproperty susceptbleta
destmudion,

Sonrce code i aset of Eetmactions hat is compiled vk Aohject code, Adich 2 softmare
‘progrm thet mechmdstically implemints o perfirm certain fAmetiore. See Dive'sal Ciy Sufls,
B v Retmeds, 111 F.Supp. 30 04, 306 (3 DY, 2000) (" Remards ™), aff f 518 nene, Coriey,
73 F 31429, Typirally, fhose fmnctions are e, such as serd g E-madl, peading Web poges, o0
preparing sprendhieets. Sometines, howarer, these fmctians are barmfil as, for exnnple, comprter
oS orvinses fhat rpHeate and grend to destroy iles o a M romber of wictims hard
drires: progrms thit find ard steal psseronds ard firamal ifommation; of PoERmS it fuciliate
the widespread fiatt of copyTigkted materink.

! Iho TRICF probibdk, bk alis, ek
pobet i TP 171302, ggl20L-1002

Becerpted from & brief filed by Motin Pioumes Aseociation of merice, B, 1. 2L, adlable ar
hutp FAvwew copryrizhtesenbly org hriefing Brief7- 110 24mirus pf. Arcessed Hovemher 12, 2003
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Skill Builder Exercises

Skill Builder 11.1 Insert and Delete Footnotes, and Add a Section
Break and Page Numbering

The English Gardener

Since 1965 The Erglish Crrlenerbos serdued for cxrrementally saf: produtstha
it of o prhuashons b e oy el and e prat tabst ofbrud in
sz pm

Weed Conrtrol

e ofera all e of organic producte 1 gire you fe pper iadwie it comes towesds

H Weeds Watdy Out! cotmk dandelions, aabigres s foetail, parslae . md oftur areeds bdore you
The E“B"Sh Gardener e rotice e fhare. CMMmbmlememmm
coptadns vo eptheic chemicak oo ereryoree ciaygoythe leey, erer Fower, O stite-of the-at
spreadlers make the b quick amed ensy.

organic Laww Fertifizers

Our allratural L frtilizers hure hean dareloped andiboroughily tested! Formuls kuchde

bl ol niToongmsme turbroak e Satilins's GEc materinlstoTe osblER
the WAL gire ke Ty Minthar Honre Seaadt 5

‘provide the meat adpotatoes for your Lien's die

For All of Your Gardening Needs

Compost Products

"W provide complete compost support soyou can prodace your oRmrith soil. Chur compostbins,
aerators, and artivaos grartes finidhed cmpost reaiyt erxichthe soflfor greer, heh bans
mdpls.

e
yougetthe ob dite futer. Dpnmnlmmumnkeﬂmnﬂeraccmpmhmmﬂgudm
tool.

*Frdwt betd hyGubnLibontr, Iz, Mabdk, CA.

The English Gardenor Bonefitto You When Yor Do Business with The English Gardener...
“Thre ars mary Teasaons for stoching YOuT storewih prodacts from The Englith Gamdetuer, O Shigping
UL i SO LAk ATs OFLAD 20t Cstomer suric andthe hetprodues mbe “hwariy of shippig optiors provide speed and ecanomy desighedto meet your speciic needs
‘moriret make The Englih Gardener the right choice for o, whether;yon'ne in dorge of the Choies hilde UPE Growd Service, U, Postal Service, trady delwery, snd express delimery.
arkyand or the finity estate The Brglich Gardener is here to seme you.
Briler Fracessing
= wid-ruging selection ooz, madl. ar emadl your omler axty time or callovr #0zamber. Store o are Morduythmugh,
e e nnitne Pridey. # amt0 9 P Samday Bam to S pm
= peralleled produ RAmELes Retun Felicy
] Al items are guarmdeed. Aty em macybe retmad witch 60 digs for a fillrefimd credt or
= sperior produds expchiamige Please call for 2 utborist Y smher before making 3 rebm, b depacking slip
. apoll o for thie ranm, W Tequine At pToducts b Tenmed the ame condtiwhut o
= sensovvl promotions e
= quatity discomts

= astalfthn's engerto serme

* Mo b weamng ¥ 6O dg
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Tire English Gardener Products

WEED ¢ ONTROL
wm; wm Ot — Eurto apply. bl weeck oznically and feeds your Ivnvbmilly i

ation. Elinirates geminativg weeds and helps malce your Ithe enryotthe
mmma.sm ‘bag §299, 35-b bag §23 98, 30-b. bag 4593,

Hand-Heil —Wite comfortable shoukler strop . Decillthg shutotfplite premets
Chmpiiz highIpm gearbox pronides 1 smooth bmadost. §2999.

per iy Tustprootpolyhappar, 10-buh pamaticaheds filly
assemblad 129 98

Rutany Top Spreader - Brauy dismates materiaks direaly beneath thehopper, promiding
accurary it placing fertilizer and pest contm] products jast where pou needthen. Heary oy
amdmstproof §239

ORGANTC LAWN FERTILIZERS
Ferfect Blendfor Trees and Shrubs - Formnlaed for chiade trees, fomrering o, chobe,
evergrems androses, 2-b bag§ 10 75

Pecfeot Blmtar Vegetales Decignedto mprors e oty e iy cfthe megtales
inyour garden. This ogzanis fertilizr malres Zives youpeace ofmind shou whot you are
feedingyor fmily, 20-D . bag $22 3.

Ferfect Blendfor Flovers - (a7 your arenuals mnd periak the right oomh it of
Toriets toproduce vigrous groah, st res et stalss, md Lge blossoms., 20-b bag
$1890

COMFOST ERODUCTS
Bt Hive Bin - Vard ard b mosteproduce a steady sipplbyofrich blads compost. Bin
design speels cmposting,. Marde of 40 s _of thick heary-duty molded plastic . Bs 1 kesps
compost fom drying ot Rl keps my pests wd weldlfe $9995

Cangost Aeralor — The easy waytn aerateyor campost heg. Fonr wings with sermated oittng
wdges anrthough roots wd tongh waste to qpeanp mrpws@es Tifiees and namates your
compost pile furteT for More coMplete Tealke, 24 55

Qruick Canpest Acivalor - Simalae:
rich, dudcTumue, Thie same bactaria d
inthe shortest tims possible, 2-b bag 793, T, bgsmgs

s the compomgpmcss T oTEmic
I rvne ﬁ.eﬁms}micmtposl

[EARDET00ES
Red Whedharma - Decigud or sacs ofuce, Lt ity orarl srbliy md

bnlm(e By londi. o aoopi o B, ol st pct. Hewrydmydmblewhgd.

16

Petec Brmers - By gipacusick ot cmslangma stk s elles Poict
farproibg, e, mddesdending, §10

Tough Tilly - Weizhs anly 36 pomds mud comes fully usembled ard readdy towork, Borwerfiul,
12 amp moter. susio qpemitz, Arizaatip thavtl fir susyopertim, §230 95

Nighty Ml dher"! —Bficiend malihitig, mipus moakispeed disc contmlor varyig condbins
Course 1o fine adfuetment settiizs. extra Jrge dinmeter el high-lers ypoby for Lang ke
and susymairt ance.

- Fruniod manmfic s wamagr swdsth

Skill Builder

11.2 Document Properties

See the file from Skill Builder 11.1 for this exercise.

Skill Builder

11.3 Table of Authorities

TRELE OF AUTHORITIES

Cases

Wik Tav. Uo. v el T, Co, (L6GS0 4 Calipps® 1297, i

Whitodl v AbeariorTe . Co (156510 Calhppd® &%, 57

P v Luwon fus T, U (1969227 Calgp A 1415, 1433 7

Loberk: TICALpp R, B F

E.THEDISTINCTION EETWERN O CUREENCEROLICIES, CLATME MADE
POLICIES AND CLAIMS MADE AND REPORTED POLICIES MUST BE RECOBHIZED
Thare are three types ofpraféssiaul libilty rammcepolides: {1)an“ocomrence™
ased policy: (2 )™ daims-made “policy: e (312" daims-made and reported™policy.
Orriginlly. all profes sioal lisb iy poeies mes “ocomrence "polices . Ubader an“ocomance ™
‘poliny.the actor omission o Aiichthe claim is based must hare acoxred dmngthe policy
period, v ifthe clain is made ater the policy epired. See, Robetoony. Flaorth (1957172
Caligp 30 B2, 834, amrs reabimedthun ocurauce " polictes wre wrvalicis e corte
ofprofissimalmalpraice becaethe kot Gl ot ocom el pers aterthe naghiger.
act or amission. To rehuce sposure on this wepradicable* i of Linhility, most profess ol
Lisbility irrershame row shibed to *laims-made™policies. See, Pladger v Lavyers® Acne
Tns. Co. {19591 27 Cal dpp3d M 13, 1433
Thdsr an“ocomrence based policy. the at or omission o widh the dvin is based

‘must bare ocoummed durivg e policy pesiod. ven ifthe claim is made after the policybas
pired. By ot a "dains anale” polioy Hnits coverageto daims madeagainst fhe
insured g thepoliey period. See, Wesler e Co.1. Castl s, Co. (1959 44
Caligp 41207, T34, Uider o™ claime made™ policy, Emabtes 1o difrenuce when the
eghigart act or miesiom ocoummed, * [Tk demer ganurlly & Tespor ble for loss rniting
fiom claime made duringthe policy perid ro matter whe the Libilby-generaing avent tock

Tace ™ {Whitfordy . Alsarder b, Co. {19853} 10 Cal dpp 4% 854, 675, Thus, coverage wler
2" claims-made™policy canorly be triggered bytrremissian ofotice ofa clain.
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Assessment Exercises

Assessment 11.1 Create a Table of Figures and Captions

Table of Figures

Figun | Pasaini
Figure ?Burgundy Vol p il wiahbsid heme,

Figure TPidain; Vs cotsige vl

Figunt & Kenshgm by
Figure 3 Lk el el ek

Hamilton and Richards Realtors

Residential Property Listings

Hamilton and Richards Realtors

e list the best properties in the Trea! =
"FiE Prense oo
howts matre. produchs
wireryamss . ol be
Tl LERe R0 deliged the momerd you
“TogH Tt heeart of DI Tome ] ThAming Fhednom, 3 bal g %W‘Dmdm
cottage in deirble Willage Pk ditrict, m“m!’??m
Large fruittrees o a Jevs] bot. This suwy "“’m‘“‘".“’%m
Tithk home s i walbirg distmuce of 014 ;‘:“ﬂ‘limmﬁn!‘;gld
Tomepikis, 5ok, il trespotatin, e T,
Liriig room bias benifinlbardwood floos chan, (LT
‘il fireplace it mood mart Te “‘Emw‘f designed
Custrm wondwork frmgho. s 8
Fgur 2 Burgundy W lorattrs i updates home
f S Chardbrrocy Lt 0T e et
) o B jA——- 5 hedm
. s lbT cha rma nE cottage Tl 31,:&15%
Sames
TG Srcamor A anse 0T e Beet.
Plesen Valley 4 bedmons
3 haths
240%240 bt
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Fesderiial LEtig #5579
Darlirg cotage in Plewart Valley! Temndelel THimmer Tk cics
2 Titcho weih grawite Origial pinewind
X conpters amdrenr cabinds, weldings nthe bring
wpdated applimces. Livirg. Toom and fomal dindg
‘Toom with wood floors, Toom. Lomeky bricke
fireplnce, cromnmoldine, fireplace inthe lirirg
i bt dia cabit. Toom. Sit o fhe et
Cffice with mien parhand aoyhe
wirdow, tile floom and Temains of the dry
dvartobac: . Fall writdis the smeet, The
atic X howse aned yurd ha been,
phambing freh reerior lovirely: el —
paint e Teadytomove rigdin. ot
Temtiful wih .
Toses, lema trees, s o0
Figur 3 Phssant s by cotagawkh da girdulparden ary privte. g™ 4 s NELon TWO-TTar ] WTEagB chartner
&5 Tougeiae: [are T3 e Feet. TP wd Lane T S et
Plasat Valley 2hedmams Hershgm Fhedmoms
ofice Ahaths
Qs Zames
5000 5. lot.

et LEarg & 1T
[T e v "IV Fome feme:

dors fut opantothe I
(el your ok e roirg.
efore brealiaot ard flott.

34T Lakeview Foud T30 sqaare et
Labtardle 2 hedmoms

Dhath
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Footnotes

11.2 Complete a Research Assignment with

Studat Home 1
Hute Ty Variati possile.
Stadet Hume

Profissor Hisgies

Himatie 101

Toduy's Date

Style Ghride Recwarch
Modem Language Assosiation

Fonmded in 1855, the Modem Langnage dssociaiomaf Smerica promides
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it colleagnes and to disouss traud i the academry. ML A members host an awal
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The Oromthof Erommerce
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206 haTe test gechere bt gnes heretast goes here et goes here 1ot gpeshere Lt gnes hare
‘test s here text goes here text goes here text goes heretext goes here ot goes here tacct ges
‘buere tet gpec hereted Zoe here ted goe hare ted goes hare 1ot goes heTeted 2o hurete

iz here text goes here text goes heretext goes here taoct goes here teoct gres here et
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e bt gmes ume it o bue tent 2o here bt gesHers bt gves BT tant o bure tant:
igmes e tant gpes hure 1ot gves HeTe tant Zoes e bt Zoe e text gpeshure tat
s b tit geshere bt e heretit g here tant g here tat amveshere tant amves hure
ot goes hue tant goes hue tant gpestuTe taxt gpes heretent goe here text goe here text ges
Tuere bt gmes ure ot s hate ten s hee bt eshers bt ges Bttt o hure tent
{204 AT Tt e AT T 0 BATe 14 o BT T o HAT Tt e AT T e B
itk s e tent s hare best gneshers tent ges heretent goes hare ted gnes hare
it goes hueTe tant goe hueTe tat gpeshuete tat gpes eretant o here tet Zoe here tet ges
Tuae tenct mmes eretent s here bt s Bere bt s here best s herebent o uere test
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Health-e-Meals.com

A Great Big Growth Opportunity

ey

et goes hume test goes hare text geshere et ges hereteat goes hur test goes
‘huew tert gpes heretext gows huere tasct gove hure tet gpechare tet gues hereted goe
Tuae tesct gpes heretent Zoes here

bt goes huTe tet goes here text geshere et goes hereteat goes hure tert goes
‘Thuere tet gpes heretext gom here tasct gois hete tet gneshere test goes heretet goe
‘e testt gpes heretest £0es here bt goes here tent gpeshurs best ghes hereted gos
‘TuiTe test e heretent g0 here 1t goes hute tao geshere bt gpes heretat gow
‘huew tert gpes heretext gows huere tasct gove hure tet gpechare tet gues hereted goe
‘e testt gpes heretext 20es here bt goes hure bt goeshure bt ghes heretat gow
TuaTw tert gpes eretent gou hueTe tast goue hute test.

Zoes here tecxt ges here taxct ges haretsst goes here text goes here tet gpeshere
et Z0es hete tat goes buere tene pmes hute tent gpes heretent goes here ta gow here
tet goes huere tanct goes huere tat gpes huere text gpes heretext goes here te goes here
test s bere et g bre tat gmeshare ta gmes heretant goes here b o here
et Zoes heTe tn goe hete teo goechete ted goes heretet goe bure tat goe bure
tent goes here tunt goes here tod gneshere

‘et goes hume test goes haTe text geshere et ges heretent goes hur testgoes
‘TuiTe test e heretent g0 here 1t goes hute tao geshere bt gpes heretat gow
Tiare testt g heretent e here bt o Bere tent ameshers bt mes hereted gos
‘e testt ges heretext 20es here bt Zoes hure bt goeshure bert ghes heretat gow
‘TuaTw tert gpes heretent 20w huere tastt goue hume test gechure bt g heretad gow
‘e testt gpes heretest £0es here bt goes here tent gpeshurs best ghes hereted gos

‘HudT tent e heratat 20w haTe T gow hute tat.

ey 2
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Lesson 12 — Web Integration: Posting an Online Resume

Hands-On Exercises

Hands-On Lesson 12

Job Search Web Sites 1614 Banderasa St Phone T14-540-0956
A . Costa Mesa, CAP2626 E-m ail trileyryrahos.com
OTETEY. COTrL
FebRadercon Terry Riley
Objective ['am seeking a job inwhich | can apply my information

technology skills in a position of responsibility. | am
particularly interested in the figld of information
technology.

Work June 2001-present Lewi Straus & Co.San Francisco, CA
experience Telecomm Analyst i i)
# Managed FEX system

# Created company-wide phone book

Ifay 1999 - Iiay 2001 FPeaace Corps
Cha-Am, Thailand
Vohmteer

% Helped local residents set up telephone service
in remote villages

# Trained native telacomm workears

Tuly 1997 — April 1999 T.S. Forest Service

Fortland, OF
Student firslyst

% Assisted with the preparation of reports

% Participated in data collection and design

Software Skills @ficrosoft Office 2003 Suite; Visio 2002; Adcbe

InDasion
Education Sept 1995 - hday 1999 Portland State University
Fortland, OFR
Business Management

# Deang list 6 of & semestars
%= President, Business Club 1998-99
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Skill Builder Exercises

Skill Builder 12.1 Use a Document Wizard

memorancum

Date:  6/10:2004

To: Laura Behenna
[ Dennis Litton
From:  Tery Rilsy
RE: Weh Folders

Starting next week, each employee in our work group should have a Web folder installed on his or
her computer. This will allow us to publish Web pages on our own and keep them up 1o date without
the need of additional assistance from a Webmaster or network administrator,

TR
Skill Builder 12.2 Save a Web Page
memorandum

pate: 6,/10/2004

To:  Laura Behenna
cc: Crennis Litton
From: Terry Riley

RE:  ‘Web Folders

Starting next week, each employee in our work group should have a Web
folder installed on his or her computer. This will allow us to publish Web
pages on our own and keep them up to date without the need of
additional assistance from a Webmaster or network administrator,

TR
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Skill Builder 12.4 Export a Document

To:

Cc:

RE:

memorandum

Date:  6110/2004

Laura Behenna

Denniz Litton

From: Tetry Riley

Web Folders

TR

Statting next week, each emploves in our wotk grovp should have o Web folder installed on his or her
cottipiter. This will allow us to publish Web pages on our own and keep them up to date withowt the
need of additional assistance from a Webmaster or network admirdstrator.

Skill Builder 12.5 Create Hyperlinks

memorandum

Date:
To:
o]
From:

RE:

6/10/2004

Laura Behenna

Dennis Litton
Tetry Riley
TWeb Folders

TR

Starting next week, each employee in our work group should have a Web folder installed on his or her computer. This will allow us to publish
Web pages on our own and keep them up to date without the need of additional assistance from a Webmaster or network administrator.

Link to FTF Publishing Procedure

W

Word 2003

Page 114 of 173



Printed Solutions Guide

Assessment Exercises

Assessment 12.1 Use a Dbocument Wizard

13504 San Francisco Street

Santa Fe, MM 57301 =

Phone: 5059523424 Acme Trading Company
Fax: S05-982-3425

Tol Jacgualing. Chan Fromi  Temy Riley

Fax: 505-453-2179 Date:  .June 10, 2004

Phone:  [Click here and type phone number] Pages: [Click here and type number of pages]
Re: [Click here and type subject of fax] cc: [Click here and type namea]

u] O For Revk u] [ 00 Please Reply [0 PMlease Recycle

«Comments: [Click here and type any comments]

Assessment 12.2 Save a Web Page

June 30, 2004

Types of Images for the Web

Computer image files can be very large. For example, a three-inch square image
suitable for printing in a book can be up to three megabytes in size. Fortunately, there
are ways to compress image files, This is important because most people access Web
pages over a modem line, and modems are relatively slow when downloading large
Image flles. For example, a three-megabyte file would take about 14 minutes to
download over a 28.8K modem connection, If the same file were compressed, it might
take just one or two seconds to download,

Two Popular Compressed File Formats
There are two file formats that are most popular for displaying images on the Web:

< GIF (Graphic Exchange Format)}—The GIF format compresses a file by examining the
image for consistent patterns and then rewriting the digital image to a shorthand
based on those repeated patterns, reducing the number of colors used to display the
picture. The GIF format can compress images by about 4:1.

= JPEG (Joint Photographic Experts Group —JPEG format compresses a file by tossing
out subtle color differences in the image that human eyes are less likely to
recognize, Depending on the level of image guality you reguire, JPEG can accomplish
compression ratios between 10:1 and 100:1
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Assessment 12.4 Export a Document

Jfune 30, 2004

Types of Images for the Web

Computer image files can be wvery large. For example, a three-inch sguare image
suitable for printing in a book can be up to three megabytes in size.
Fortunately, there are ways to compress image files. This is important hecsuse
most people access Webh pages over & modem line, and modems are relatively slow
when downloading large image files. For example, a threse-wmegabyte file would
take about 14 winutes to download over a 28.5K wodem connection. If the sawme
file were compressed, it might take just one or two sSeconds to download.

Two Popular Compressed File Formats

There are two file formats that are most popular for displaying images on the
Web:

* GIF (Graphic Exchange Format) ?The GIF format compresses a file by examining
the image for consistent patterns and then rewriting the digital image to a
shorthand based on those repeated patterns, reducing the number of colors used
to display the picture. The GIF formwat can compress images by sbout 4:1.

* JPEG (Joint Photographic Experts Group) ?JPEG format compresses a file by
tossing out subtle color differences in the image that huwan eyes are less
likely to recognize. Depending on the level of image quality you recuire, JPEG
can accomplish compression ratios between 10:1 and 100:1

272
29
22
272

Azsessment 12.2 Leszon 12: Wekh Integration—Posting an Cnline Resume

Assessment 12.5 Create a Hyperlink

June 30, 2004

Hyperlink Test

Types of Images for the Web

Computer image files can be very large. For example, a three-inch square image suitable for
printing in a book can be up to three megabytes in size. Fortunately, there are ways to compress
image files, This is important because most people access Web pages over a modem ling, and
modems are relatively slow when downloading large image files. For example, a three-megabyte
file would take about 14 minutes to download over a 28.8K modem connection. If the same file
were compressed, it might take just one or two seconds to download.

Two Popular Compressed File Formats
There are two file formats that are most popular for displaying images on the Web:

9 GIF (Graphic Exchange Format)>—The GIF format compresses a file by examining the image for
consistent patterns and then rewriting the digital image to a shorthand based on those
repeated patterns, reducing the number of colors used to display the picture, The GIF format
can compress images by about 4.1,

< JPEG (Joint Photographic Experts Group —IPEG format compresses a file by tossing out subtle
color differences in the image that human eyes are less likely to recognize. Depending on the
level of image quality you require, JPEG can accomplish compression ratios between 10:1 and
100:1
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Sun Mon Tue Wed Thu Fri Sat
1
2 3 4 S 6 7 8

9 10 11 12 13 14 15
16 17 18 19 20 21 22
26 27 28 29

h

23 24 2

oJILE 30 31

This calendar should contain enough months to cover the entire semester.

Sun Mon Tue Wed Tim Fri Sar
1
2 3 4 5 o6 7 8

9 10 11 12 13 14 15
16 17 18 19 20 21 22
26 27 28 29

th

23 24 2
pJIILE 30 31

Rich text version
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1
2 3 4 5 6 7 8

9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 31

Sun Mon Fue Fed Thu Fri Sat

[—
[
(7
.
th

6 7 8 9 10 11 12
13 14 15 16 17 18 19
26

N

20 21 22 23 24 2
27 28

Web page version (all months appear on the same page)

Plain text version will be blank because the calendar doesn’t export in this format
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Lesson 13 — Using Mail Merge

Hands-On Exercises

Hands-On Lesson 13

=

Mail Merge Recipients E

Ta sork the list, click the appropriate column heading, Ta narrow down the recipients displaved by a
specific criteria, such as by city, click the arrow next to the column heading. Use the check boxes or
buttons to add or remaove recipients from the mail merge.

List of recipients:

*| Last Mame *| First Mame *| Title *| Company Mame
o) | Springer [ Terry [ Mr | Calron, Inc.
Borkon James Mr. American Chermnical ...

Wilson Fred Mr, RE], Inc. 132 Lake Street
Armstrang Bob Ir, Miners Producks Co... 900 C Street
Brown Richard Mr. Acme Products, Inc, 1240 Potrero Ave
Carlcon Bruce Mr, Bedrock Building Su... 3300 Maple Drive
Wineburgh albert Mr. 3344 Culver Drive
< >

’ Select all ] ’ Clear all Refresh ]

J
[ Find... ][ Edi... ][ yalidate ]

Robinson Finaneial Setvices
00 Ramiro Street, MManhattan Beach, CA 90245

Today's Date

M. Terry Springer

Caltror, Inc.

2000 West Fatrmont Averne
Plattsburgh, NV 12950

Dear My, Springer:

for us to provide you with superior service, we must verify your phone number.

mamber is not acourate.
Thank you again for wour business.

Bincerely,

Linda A dams
Chief Executive Officer

Thank you for your recent purchase of our Infinity Financial Services Package. In order

We mutrently have vour phone mamber listed as (312) 276-2091. Please contact us if this
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[Rokingon Financisl Services
399 Ramiro Boulevard
Manhattan Beach, CA 90245

wAddressBlocks

b3 drecs Blo dos +Hezt. RecomdsdddrecsBlode +Hezt. RecomdsdddrecsBlode
+Hext Recordeebddne e Blodes +Hezt. RecomdsdddrecsBlode +Hezt. RecomdsdddrecsBlode
+Hext Recordeebddne e Blodes +Hezt. RecomdsdddrecsBlode +Hezt. RecomdsdddrecsBlode
+Hext Recordeebddne e Blodes +Hezt. RecomdsdddrecsBlode +Hezt. RecomdsdddrecsBlode
+Hext Recordeebddne e Blodes +Hezt. RecomdsdddrecsBlode +Hezt. RecomdsdddrecsBlode
+Hext Recordeebddne e Blodes +Hezt. RecomdsdddrecsBlode +Hezt. RecomdsdddrecsBlode
+Hext Recordeebddne e Blodes +Hezt. RecomdsdddrecsBlode +Hezt. RecomdsdddrecsBlode
+Hext Recordeebddne e Blodes +Hezt. RecomdsdddrecsBlode +Hezt. RecomdsdddrecsBlode
+Hext Recordeebddne e Blodes +Hezt. RecomdsdddrecsBlode +Hezt. RecomdsdddrecsBlode
+Hext Recordeebddne e Blodes +Hezt. RecomdsdddrecsBlode +Hezt. RecomdsdddrecsBlode
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whddressBloclkes:

«(reetinglines

Children's Library Activities for November

Grandparents Day

Childreny, ages 3 through 6, ave invited to participate in Grandparents Day on the second
Tuesday in Hovember in the Reading Room at the Community Library. & ctivities start at
530 pom. when children will be invitedto tell a story about theit grandparents. There will
also be craft time and refreshments.

Story Time for Tots
Story Titme for Tots will be at 10:30 am. the first Friday of the month, Children through

4 years old ate invited to enjoy thymes and finger play as a part of our language

entichment program.

Tapestry of Tales
Storytelling is an enduring and beloved art form that canbuild bridges between

communities and generations. Join us on the last Wednesday of the month for festival of
stories by local storytellers around the area.

Talk Turkey

Mattha JTennings provides an afternoon of Thanke giving entertainment for children 2
through 10 with stoties aboutthe Pilgrims and the first Thanksgiving dinner. Attendees
will learn how the Pilgrims lived and what they ate and they will take turmns reading
passages frotm selectedbooks. Join us the Saturday before Thankegiving a 1.00 p.m.

Skill Builder Exercises

Skill Builder 13.1 Set up a New Mail Merge

=

=

Mail Merge Recipients @
To sort the list, click the appropriate column heading. To narrow down the recipients displayed by a
specific criteria, such as by ciky, click the arrow next to the colurn heading, Use the check boxes or
buttons to add or remove recipients From the mail merge.
List of recipients:
*| Last Mame | First Name x| Title *| Company Mame *| Address Li
Alhambra A
Dostie wWhole Life, Inc. 31200 Erwin Stre:
Lopez 2134 Harbor Blvd
Boey Pasadena City College 263 East Howard
Arnald Pasadena City College 4745 Buffin Aver
Catry 300 Ridge Road
£ 2
’ Select Al ] [ Clear all ] [ Refresh ]
(oo ) (o ) [woeae
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West Coast Youth Services
2300 Ocean Avenue

Morterey Park, CA 91753

(310) 235-6459

Today's Date

wirddressElocke:

«Creetinglines

We have decided to hold the anmual fondraiser on July 15 in Loz Angeles. Asvou know,
last year's fundraiser was ahuge success. We hope to make this year's fundraiser equally
successfial. This will recuire eatly plarming and effective adrertising,

Please R3VP as soon as possible. [ must know if you can participate in the evert. [ would
tnly appreciate vour suppott and cottrdtment.

Also, I have your updated address, but I may need an up dated telephone tumber.
cutrently have your telephone number leted as «Work Phones. Pleage cortact me and let
me know if wour mamber has changed.

Sincerely,

Cynthia Thompson
Fundtaising Director

Skill Builder 13.2 Edit a form Letter and Data Source
See the files from Skill Builder 13.1 for this exercise.

Word 2003

Page 122 of 173



Printed Solutions Guide

Skill Builder 13.3 Generate Mailing Labels

suiiddressBlodes

+Hest RecondssdddressElodor

et RecondesiddresElode:

«Ment R omdsariddrees Blode:

et RecomdssdddresBlodos

et Recondesiddres Elodo:

«Ment R omdsariddrees Blode:

stfent Recomdssiddre s Blodo:

+Hest RecondssdddressElodor

et RecondesiddresElode:

st RecondesbddresBlode:

Hext Recordséd dress Elodes

et Recordssiddrecs Elode:

«Hent Recomdesdd drees Blodes

et RecordssbddresBlode

<Hext Recordsiddrecs Elodes

«Hent Recomdesdd drees Blodes

st RecondesbddresBlode:

Hext Recordséd dress Elodes

et Recordssiddrecs Elode:

<Mt RecondeetddnesBlodo:

+Mext Recorde«iddress Elodcs

+Mext Recordesdddrecs Flodes

+Het Recordesdddress Blode:

<Mt RecomtsstddresBlode:

<Mzt Recordesfddrecs Elodes

+Het Recordesdddress Blode:

<Mt RecondeetddnesBlodo:

+Mext Recorde«iddress Elodcs

+Mext Recordesdddrecs Flodes
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Assessment Exercises

Assessment 13.1 Merge a Form Letter with a Data Source

Today’s Date

et dedressBlocloos

walGreetingl inews

The puspose of thiz letter iz to inform you that your health club membership is abowt to
expire. You have been an excellent member for some time, 50 we would like to offer you
alow renewal rate of just $300 per year.

Please contact me as soon as possible. This offer will expire on March 31. Also, we
cuttently have wour phoe momber listed as «W otk Fhones. Pleaze retam the enclosed
change of address card and let me know if this mumber is otill walid.

Bincerely,

Dave Helson
Renewals hManager

Enclosute

@ |

Mail Merge Recipients B]

To sork the list, click the appropriate column heading. To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next to the colurmn heading. Use the check boxes or
buttons to add ar remove recipients From the mail merge.

List of recipients:

| Lask Name | First Mame x| Title | Company MName | nddress Li
[[Roth  [Dawid _[®Mr. |
Simpson Tammy Mrs. Barkers Books 31Z Tennessee S
Silliams Jason M. 2253 Crystal Stre
£ >

[ Select Al ] ’ Clear all Refresh ]

J |
[ End. ] [ Ede. ][ velidate |
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Assessment 13.2 Generate Envelopes

Global Fitness
14460 Zan Faklo. Avenue

Richmond, C& 94504

eAddressBlocks

Assessment 13.3 Generate Labels
sebdiress Blochoss bfent Recombessdiddress Blocho: et Recomdssetdiress B oo
Hent Recomdeesdidiress Blochoes Hent Recombessdidiress Blochoes et Recomdsseddiress B lochoes
ent Recondesadddres Bloches et Recondesadddres: Blochesy et RecondeeedddrescElnches
«Henet Brecomesediddress Blockess «Menet Becombearediddress Blockess +Henet Recomdsaeddiress B oty
blent Recombessdiddress Blocho: bfent Recombessdiddress Blocho: et Recomdssetdiress B oo
<Hent Becomdesatiddres: Bloches:s <Hent Becondeasbddres: Blockess Mot RecondesetddressElochess
ent Recondesadddres Bloches et Recondesadddres: Blochesy et RecondeeedddrescElnches
et Becomde-secfaddress Blochoes et Becomdeasciddres: Blochoes et Recondsesbdddres Blnchos
Hent Recomdeesdidiress Blochoes Hent Recombessdidiress Blochoes et Recomdsseddiress B lochoes
<Hent Becomdesatiddres: Bloches:s <Hent Becondeasbddres: Blockess Mot RecondesetddressElochess
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Today's Date

whddressBlocks:
«Creetinglities

The purpose of thiz letter iz to inform you of our new distribution program for small and
medivm sized distributors. You have been identified as an eligible candidate for this
program due to the sale volume and geographic location of wour firm. Our program can
provide you with the following benefits.

*  The zame access to new releases enjoved by large compandes like Blockbuster
»  Volume discounts of up to 25%
®  Access tothe largest collection of DVDs

Please contact me if you would like more information on our program.

Sitcerely,

Donald Livitigston
Director of Matketing

@ |

Mail Merge Recipients @

Ta sort the list, click the appropriate column heading, To narrow down the recipients displaved by a
specific criteria, such as by city, click the arrow next to the colurn heading. Use the check boxes or
buttons ta add ar remove recipients From the mail merge.

List of recipients:

| Last Name | First Mame | Title | Company Name | Address Li

=] | Simpson [Tomy  [®r. [ Bigger Time Yideo Di...

Jones Jason M. Mowe It Distribution 2233 Crystal Stre
Thormas Debbiz Ms, Hallywiood Distribution 450 Crestwood L
Bioyd Wilma Ms. Bioyd Distribution #55 Stake Street
Silkins Ted M. Big Screen Distributors 900 C Street
Simpson Alice Ms. Popearn Distribution 2450 Ridge Road
£ >
[ Select Al ] [ Clear Al ] [ Refresh ]
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Big Time Yideo Distributors
Mailing Address
City, State Zip

eiddressBlocks
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Lesson 14 — Working with Advanced Tables and Excel
Integration

Hands-On Exercises

Hands-On Lesson 14
Diamond Financial Services
Balanced Porifolio Data
. ot Fiotia
Coun rmation Camgaag e s
Acy t Informatio
Ted Johnson (11152004} T Ers e
amnl Headh 450,000 § ++, 100,00
el 00w 35m,am
1 lgroun 50,000 § 27 0m.0m
Ccont . AN EII.III:I_ Z32m.0m
E @ [z T ame ] 'gﬁn:;—%'m
g Skek: fIZA0 | §i9,0m L O F &, o |
el (Hords | PN § {5
Ealanoed Forthlio Performanoe (Three Yearg
§Inom,om
Stock Holdings fzsnm,am
§20,0m,0m
[2 i FurdaseFrice Cumed Fice _Gan/don
Il AFIL 000 F5000__ §L00000 fHsom,om
10, §imomn,on —
ThEm LT FI000 PO (50000 Fepm.mm
Tl GEC FE00 FHUI "
TR0 m o =
T T FIOP0 (200007
“Totak FIELA0M_ SIAM0 0 SISm0
ectron__ WET 20000 $25000 _ $5 00000
Het Losses
- Gelo
. EM
= SysTech
Bo0,mo
&00,m0
Foo,mo [oT Byaoms
aoo,mo meTH
s00,m0 Qomnl Halh
Owerthc
400,m0 e —
00,0 aiH
2m,m wirnn ar|
100,m0 0 Beatioon
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Skill Builder Exercises

Skill Builder

14.1 Set up an Order Tracking Table

Order Tracking Sheet

Customer ID | Crder Status | Ttem # | In Stock? | Order Total

233 I 2230 T $2345
234 g 4321 T $4587
341 g 4423 T $100.91
567 I 5345 i) $43.23
879 H D567 5] §72.92
Total Orders 29238
Skill Builder 14.2 Embed an Excel Worksheet

2004 Home Budget

Item January February Warch
Car Insurance 180 - -

Car Payment 325 325 325
Mortyage 1325 1325 1,325
Food 285 285 285
Utilities 125 125 125
Totals F2240 §F 2060 §2 060
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Skill Builder 14.3 Insert Pictures in Tables

Third Annual
County Fair

Horse Rides Exotic Animals

e i

Classic Cars

Frog Jumping

July 13 through August 30

County Fairgrounds

Skill Builder 14.4 Work with Table Styles

Annual Herb Sales

Note: Student files may resemble the example shown. Variations are also possible.

Chickweed 200 T00 500 600

Golden Rod 400 600 400 500

Red Clover 300 500 400 300

Valerian 500 500 300 500
Word 2003
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Assessment Exercises

Assessment 14.1 Work with Tables, Pictures, and Custom Tabs

Qutstanding Players of the Year

~ -
b
b
@

Playrer hge Sport Played
Gregory Ashford 12 ;
Roger Charablee 12 Q
Frank Pelland 10 ;
Brandon Williams 11 o,

2
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Assessment 14.2 Use Table AutoFormat and Merge Cells

Memo To: Lindalewis

From: Bernie Williz
Date: Today's Date
Subject: FaddTrack Contractors

Fet wour recuuest, I am providing you with a list of independent. contractors who are
qualified to work on the FastTrack project. T have included their names, hourly rates,
availability, and telephone mumbers.

Independet Coutractors for FastTrmck

MNawe Rate Aovailability Phone

Barbama Dauny $35honr Aprll5 233-45635

Jason Simms 340 hour Imame diate 234.8080

Ted Brown $30/hour April 21 450-9090

Lraac Sona $55 hour Imimediate 235-098%

Pat Thomas $d0fhonr Ilay 1 236-0090
Assessment 14.3 Embed an Excel Worksheet

Memo To:  Barry Livingston

From: Wivian Chu

Date: Today's Date

Subject: Employee Time Log

Fer your request, I am providing sou with an emplozree time log for the past five days. As
o can see, the tamber of employes howes 15 decreasing due to the astomation

technnlogy we recently implemented. On an arenpalized basis, [ expect the total employee
hours to decrease by at least 20%.

Computer Depot Employee Time Log
Employee Wedne s TS
bary Johnson

Cliff Packard
Helen Martinez
Sarah Stonestown
Totals

y Friday Saturday S5
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Fred's Quality Lawn Care
Job #|Customer Day Type of Weork Hours Required| Amount Billed| Hourly Rate|
100 |Smith Famil Monda Ml owing 3 40 $ 2000
101 |Jones Famil Monda General Maintenance 4 75 $ 1875
102 |Dr. Patrick Tuesda Irrigation System 4 210 $ 5250
102 |Anita Benning  |Tuesda [Tree Trimming 3 140 $ 4667
104 |William Curtis  [Wednesday|rrigation System B 320 $ 5333
105 |Dorothy Bryan  |Thursda Irrigation System 8 424 $ 53.00
108 |Ella Kashner Frida General Maintenance 4 80 $ 2000
107 |Douglas Charles |Frida General Maintenance g 140 $ 2333
108 |Glenn LeVan Saturda Irrigation System g 400 $ 50.00
108 [Glenn Levan Sunda Irrigation System =) 400 $ 50.00
Speedy Package Delivery Service - Monthly Driver Expenses
Diriver Miles Driven Gasoline Used (gallons)] Miles per Gallor{ Gasoline Expense| Tolls| Total Expenses
Harold Robinsan 4,880 202 24.01 $267 $162 $418.00
Jane Allen 5,232 1584 26.97] $256($165 $421.00)
Bill Peterson 4,100 158| 2504 $208] $30 $288.00)
Janine Rockwell 5,050 240 21.04 $317$150 $475 .00
A =] C D E F
il Symbol Company Name Current Price  Number of Shares  Current Value
2 ICORL Corel i 6 500§ 3,000
3 GLC | Galileo International § 45 60§ 2,700
4 HAL Haliburton i 25 250 § 5,250
5 LU Lucent Technologies § a4 200 § 10,500
& [MSFT , Microsoft b 70 300 % 21,000
7 ORCL | Oracle i 25 100§ 2,500
5 Total Portfolio Value b 45,250
9
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Lesson 15 — Internet Integration: Collaborating Online

with Word

Hands-On Exercises

Hands-On 15.4 Print Comments (Proposal Draft (Grace

Comments))

Draft Points for the Proposal

Reliability
Acme Tax Services has established a reputation for reliability that goes back over 20
wears. We get the work done on time and within the estimates we provide

Guaranteed Results

Acme Tax Services guarantees that pour company will never be charged a late fee to any

taxing jurisdictior] Our analysis is so accurate we can also guarantes that your company .- { Comment [tst: «Crace: plas
will never pay a find for underpayment of prop erty tazes éii’:’“agphﬁe?“f :;m "ﬁ:;ﬁ

promise bo pay any panabiss rather than

Fee Structure o i e all s e a7

Acme Tax Services fee structure is one of the most cost-effective in the industry. Acme

-{ Comment [R52]: 1 thirk we should

any property tax savings that our analysts discover and successfully file returns to claim, [‘fe o iRipltme

Many of our clients have saved hundreds of thousands of dollars through this

“surcharge”

Research

Aeme Tax Services maintains b full-time research stafflevoted exclusively to property .--{ Comment [ts3]: I recd to confim
tax regulations. Year-round research on the latest legislation and litigation ensures that ;“;;]l‘:_'g“'}“’ staflis Tthirk i & four

your company can take advantage of the latest trends and information.

Expertise

Tour account is serviced by experienced analysts with an average of five years
experience in the industry. The lead analyst serving your account would have not less
than ten years of experience.

Satisfied Clients
Acme Tax Services has a nationwide system of offices and clients. Many clients have
been with us for fen [ears and more. & list of clients and contact numbers 15 available if ’,.—-[Eﬂmnt [RS4]: 1 fomnd cme et

in the Hew Yoak area that's been withus
For 15 yrears.

wou wish to speak with them about cur services.

|

pomp uter Automatio I’l] _________________________________________________________________________

Acme analysts use a state-of-the-art information system to track property tax data. el el e

.--{ Comment [TR5]: You should mehude
to serve clients.

Hands-On 15.5 Send a Document (no file created)

L To. .. terry@labpub.com; Robert Smith {remithi@labpub. com
L6 af
Subiject: Grace's Feedback

Introduction: | Eelow are my comments on the proposal draft, T have also edited one Sf the existing comments.

R SRR EEENEEEE KRN RN RN R
Draft Points for the Proposal
Reliability

Acme Tax Services has established a reputation for reliability that goes back over 20
years. "We get the worle done on time and within the estimates we provide.
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Hands-On 15.6 Compare and Merge Two Documents (Proposal
(Merged))

Draft Points for the Proposal

Reliability
Acme Tax Services has established a reputation for reliability that goes back ower 20
vears. We getthe work done on time and within the estimates we provide.

Guaranteed Results

{Formatted: Tabs: 4.13", Left ]

-{ Comment [ts1]: «Grace: please
confimmthat this statement is e,
Grace Fepliss: T wmoonmend that e

\‘ promise to pay any penalties ratherthan

Fee Srrucrum | prowise that there will neverbe any
*, | penalties.

Acme Tax Services fee structure is one of the most cost-effective in the industry. Acme '{Deleted: be fid ]
Tax Services chargeg on a site-by-site basis.. [The only surcharge ever applied is 10% ]of _________ o nt [RSZ]: 1 think we shold
any property tax savings that our analysts discover and successfully file returns to claim. wse 2 differert word here in place of
Many of our clients have saved hundreds of thousands of dollars through this surcharge.
“surcharge”.
Research

Comment [t53]: +I reed to confim
hiovr large this staff is. Tthink it is four
peopk.

Acme Tax Services maintains b full-time research staffldevoted exclusively to property

tax regulations. Year-round research on the latest legislation and litigation ensures that

your company can take advantage of the latest trends and information

Expertise

Tour account is serviced by experienced analysts with an average of five years
experience in the industry. The lead analyst serving your account would have not less
than ten years of experience.

Satisfied Clients

Acme Tax Services has a nationwide system of offices and clients. Many clients have
been with us for fen [ears and more. 4 list of clients and contact numbers is available if .-

you wish to speak with them about our services.

Comment [RS4]: +I found cne client
in the New Yok area that’s been withus
for 15 ywears.

Comment [TR5]: ¥ou should mchude
infonnatin onthe compiter system I use
o serve cliets.

[Computer Automation] o

Acme analysts use a state-of-the-art information system to track property tax data.
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Hands-On 15.7 Summarize a Document (Proposal (Grace
Comments))

Draft Points for the Proposal
Reliability

Acme Taz Services has established a reputation for reliability that goes back over 20
years. We get the work done on time and within the estimates we provide.

Guaranteed Results

Acme Taz Services guarantees that vour company will never be charged a late fee to any
taxing jurisdiction Our analysis 15 50 accurate we can also guarantee that your company
will never pay a fine for underpayment of property taxes.

Fee Structure

Acme Taz Services fee structure is one of the most cost-effective in the industry. Acme
Tax Services charges on a site-by-site basis. The only surcharge ever applied 1z 10% of
aty prop ety tax savings that our analysts dizcover and successfully file returns to claim.
Wany of cur clients have saved hundreds of thousands of dollars through this
“surcharge™.

Research

Acte Taz Services maintains a full-time research staff devoted exclusively to property
tax regulations. Year-round research on the latest legizlation and litigation ensures that
your cotnpany can take advantage of the latest trends and information

Expertise

Tour account is serviced by experienced analysts with an average of five years
experience in the industry. The lead analyst serving your account would have not less
than ten years of experience.

Satisfied Clients

Acme Taxz Services has a nationwide system of offices and clients. Ilany clients have
been with us for ten vears and more, A list of clients and contact numbers 1z available if
you wish to speak with them about our services.

Clomputer Automation
Acme analysts use a state-of-the-art information system to track property tax data.
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Hands-On

15.8 Create a Cross-Reference and Highlights (Proposal
(Draft 2))

Reliability

Research

Why You Should Consider Acme Tax Services

Acme Tax Services has established a reputation for reliability that goes back over
20 years. We get the work done on time and within the estimates we provide. Cne
reason we are able to provide such a high level of reliability 15 Acme’s proprietary

ATTACK system. See Automation on the following page.

Acme Tax Services maintains a full-time research staff devoted exclusively to
property tax regulations. Year-round research on the latest legislation and litigation

ensures that your company can take advantage of the latest trends and information

| additional live highlighted in Green. It
|GuaranteedResufts) Rl e T e
Acte Tax Services guarantees that your company will never have to pay a late fee highlight.

on overdue taxes. Ifa late fee is ever assessed on property tax filings we prepare for

you, Actme Taz Services will pay the fee

Fee Structure
Acme Tax Services fee structure 15 one of the most cost-effective in the industry.

Acme Tax Services charges on a site-by-site basis. The only surcharge ever applied
is 10% of any property tax savings that our analysts discover and successfully file
returns to claim. Many of our clients have saved hundreds of thousands of dollars

through this “surcharge”.

National Reputation

Actne Taxz Services has bult a national reputation through itz service of clients
large and small. We serve clients in all 48 states of the Continental United States
We maintain branch offices in 20 of those states, with local representatives in the
other 28. Whether your business is located in a single state, or in every state in the

Tuion, we can offer the sort of local knowledge few tax services can provide.

_{ Comment [ts1]: +Grace, checktle

Word 2003

Page 137 of 173



Printed Solutions Guide

Proposal (Draft 2) “Why Tou Should Consider Acme

Expertise

Your account is serviced by experienced analysts with an average of five vears
experience in the industry. The lead analyst serving your account would have not

less than ten years of experience.

Satisfied Clients

We have clients nationwide. Many clients have been with us for ten years and
more, A list of clients and contact numbers is available if you wish to speak with

them about our services.

_{ Comment [ts2]: -+Here is the new
section on axtomation.

[Automation|
Acme Tax Services processes your tax information through our exclusive Acme

Tax and Tariff ACcounting Kruncher (ATTACE). Our ATTACE system tracks all

data related to property taxes paid to all appropriate jurisdictions. Acme analysts
can instantly loolk up property taxes paid recently and a complete history of
assessments on each property you own or lease. This allows us to serve our clients

with unexcelled reliability.

Proposal (Draft 2) Why Tou Should Consider Acme

Terry: let’ s also include this information about our data system.

Data Online 24 Hours a Day

Acme's ATTACK systemn lets our analysts and clients access detailed
property data over a secure communication line. This data is always
available and up-to-date.

Data Online 24 Hours a Day

Acme's ATTACK systemn lets our analysts and clients access detailed
property data over a secure communication line. This data is always
available and up-to-date.

ST e Parcel information

« Property details

« Types of Property

Histerical Data » Past valuations
s Appeals activity
« Payment activity

e Tax savings accrued

Fraperty Values » Comparable properties inthe taxing jurisdiction
s Appraisal Values
« Costs compared to value

« Owiner's stated wvalue
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Skill Builder Exercises

Skill Builder 15.1 Create Project Folders

’J Files Frarm il ’J Files Fram Joy //I Files Frarm Terry
,J Final Wersion //I Zild Wersions //I wi'eh Pages

@ Year-end Report
Microsoft Ward Document
44 KB

Skill Builder 15.2 Insert and Edit Comments (Year-end Report

(edited)) — Page 2

End of Year Report Colurbia State College

PROGRESS TOWARD OBJECTIVES

IT curriculumn development

One pritary activity for the Connections project 1s extensive curriculum development. Sote of
our computer technology programs are outdated, and there was pressure from local industry to
update our programs and offer degrees that met their job requirements. The Connections grant
funding enabled C3C to hire faculty to develop new programs and courses. The result has been
program development beyond the original scope of network administration

Two new [T-related programs that have been approved: Metwork Administration and Technical
Support. Both of these programs are scheduled to officially come on-line for Spring In addition
to these two programs, C3C has also designed two more programs: Web Technologies and
Digital Media Arts. Two people have been hired to hash out the details of these programs, and an
advisory committee has met several times to discuss the direction of these new degrees. These
new programs should be introduced next vear.

Outreach to Business and Industry

We have made excellent progress in forging relationships with local businesses and government
agencies, Some of cur computer technelogy programs are outdated, and there was pressure from
local industry to update our programs and offer degrees that met their job requirements. The
Connections grant funding enabled CS5C to hire faculty to develop new programs and courses
The result has been program development beyvond the original scope of network

These ties have been very valuable. Some of our computer technology programs are outdated,
and there was pressure from local industry to update our programs and offer degrees that met
their job recuirements.

[Wo tkforce Development]

In the area of workforce development, C3C has created programs that definitely meet the needs
of local business and the major emplovers in our region. There was pressure from local industry
to update cur programs and offer degrees that met their job reguirements. The Connections grant
funding enabled C3C to hire faculty to develop new programs and courses. The result has been
program development to meet the needs of lacal business and the major employers in our region.

y

Comment [TR1]: 1 think that we need
to add more details under this topic. This

is 3 vital aspect ofthe pioject.
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(Year-end Report (edited)) — Page 3

End of Year Report Columbia State College
BEST PRACTICES

Payment for Services

Based upon experience, the following best practices have become evident:

Pay faculty for taking certification courses and tests. The opportunity to receive payment
for a cetification exam will often be enough to entice the teacher to take it.]

Pay teachers extra when they teach a course for the first time. In return, the teacher should
provide an updated syllabus at the end of the semester, along with a list of things that
wotked and didn’t work, and an evaluation of the texthook

Pay teachers to design the classroom in which a technical course will be taught. This
should include a list of required hardware, furnishings, and a floor plan.

Course Development Practices
Several best practices have emerged in the area of developing new curriculum

Meet with faculty from various disciplines to get their input on general education courses
Mon-technical courses are an important part of any information technolo gy program.

Include general education requiremnents that can transfer easily to other four-year colleges.
This malkes it easier for students to transfer if they must relocate for a new job.

Get frequent input from local employers about the training needs of their employees that
relate to proposed information technology programs.

Include the college adwisor staff at several points in the course development process
(especially at the end). They should always be included in the discussien of the newest
programs on which they will be advising students.

The excellent cooperation of the Acme Trading Company

The Acme Trading Company was one of the industry partners of our Connections grant proposal.
Lcme has continued to provide excellent support to C3C on a vanety of fonts. For example, Acme
has expanded its Network Administration scholarshipfinternship program to accommodate students
from the newly established degree programs at C3C. Acme had already introduced an internship and
scholarship program for students from several other degree programs on our campus and elsewhere.
Lcme has alse continued to fund summer internships for students and faculty, and anticipates the
continuation of this program into the foreseeable fiture. Thiz program offers paid internships to one
faculty member and two students from the college.

=

Comment [ TR2]: This item seetns to
deserve priority over the others.

Word 2003

Page 140 of 173



Printed Solutions Guide

Skill Builder 15.3 Compare Documents (Year-end Report

(Merged) — Page 2

End of Year Report Columbia State College

PROGRESS TOWARD OBJECTIVES

IT cwrriculum development

Chne primary activity for the Connections project iz extensive curriculum development. Some of
our computer technolegy programs are outdated, and there waz pressure from local industry to
update our programs and offer degrees that met their job requirements. The Connections grant
funding enabled C3C to hire faculty to dewvelop new prograts and courses. The result has been
program development beyond the original scope of network administration.

Two new IT-related programs that have been approved: INetworle Administration and Technical
Support. Both of these programs are scheduled to officially come on-line for Spring In addition
to these two programs, C2C has also designed two more programs: Web Technologies and
Digital Media Arts. Two people have been hired to hash out the details of these programs, and an
advizory committee has met several times to discuss the direction of these new degrees. These
new programs should be introduced next year.

Outreach to Business and Industry

We have made excellent progress in forging relationships with local businesses and government
agencies. Some of our computer technelogy programs are outdated, and there was pressure from
local industry to update our programs and offer degrees that met their job requirements. The
Connections grant funding enabled C3C to hire faculty to develop new programs and courses.
The result has been program development beyond the original scope of networle

These ties have been very valuable. Some of our computer technolo gy programs are outdated,
and there was pressure from local industry to update our programs and offer degrees that met
their job requirements.

Workforce Development

In the area of workforce development, C3C has created programs that definitely meet the needs
of local business and the major emplovers in our region. There was pressure from local industry
to update our programs and offer degrees that met their job requirements. The Connections grant
funding enabled C3C to hire faculty to dewvelop new programs and courses. The result has been
program development to meet the needs of local business and the major employers in curregion
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(Year-end Report (Merged) — Page 3

End of Year Report Caolumbia State Callege

BEST PEACTICES

Payment for Services

Based upon experience, the following best practices have become evident:

= Pay faculty for talting certification courses and tests. The opportunity to receive payment
for a certification exam will often be enough to entice the teacher to take it

»  Payteachers extra when they teach a course for the first time. In return, the teacher should
provide an updated syllabus at the end of the semester, along with a list of things that
wotled and didn’t wotls, and an evaluation of the texthoolk

®  Payteachers to design the classroom in which a technical course will be taught. This
should include a list of required hardware, furnishings, and a floor plan.

Course Development Practices

Several best practices have emerged in the area of developing new curriculum.

= Mleet with faculty from various disciplines to get their input on general education courses.
WNon-technical courses are an important part of any information technology program.

= Include general education requirernents that can transfer easily to other four-vear celleges.
This makes it easier for students to transfer if they must relocate for a new job.

= Get frequent input from local employers about the training needs of their employees that
relate to proposed mformation technology programs.

= Include the college advisor staff at several points in the courze development process
(especially at the end). They should always be included in the dizscussion of the newest
programs on which they will be adwizing students.

The excellent cooperation of the Acme Trading Company

The Acme Trading Company was one of the industry pattners of our Connections grant proposal
Acme has continued to prowide excellent support to C3C on a variety of fronts. For example, Acme
has expanded its MNetwork Administration scholarshipfinternship program to accommodate students
from the newly established degree programs at CSC. Actme had already introduced an internship and
scholarship program for students from sewveral other degree programs on our campus and elsewhere.
Acme has also continued to fund summer internships for students and faculty, and anticipates the
continuation of this program into the foreseeable fiture. This program offers paid internships to one
faculty member and two students from the college.
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Skill Builder 15.4 Work with AutoSummarize (Year-end Report
Summary)

Approval of a new Technical Support degree/certificate program

The head of the Information Technology (IT) department submutted his resignation last
meonth. This program 15 closely modeled upon the successtul program at Bellevue
Comumumnity College. The details of the program are adapted to local conditions.

The degree/certificate programs will be mtroduced during the fall semester. Many of the
courses for thus new program were developed for the network adnunistration pro gram.

Departure of the Information Technology Departinent Head at CSC

IT curriculum development

Some of our computer technology programs are outdated, and there was pressure from
lecal mdustry to update our programs and offer degrees that met thewr job requurements.
The Comnections grant funding enabled CSC to hire faculty to develop new programs and
courses. Some of our computer technolo gy programs are outdated, and there was pressure
from local mdustry to update our programs and offer degrees that met their job
requirements. The Connections grant fimding enabled CSC to hure faculty to develop new
programs and courses. Some of our computer technology programs are outdated, and
there was pressure from local industry to update our programs and offer degrees that met
their job requirements.

Workforce Development

The Connections grant funding enabled CSC to hire faculty te develop new programs and
courses.

Faculty/staff development

The Comnections grant funding enabled CSC to lure faculty to develop new programs and
courses.

Cowrse Development Practices
Non-technical courses are an unportant part of any information technoelo gy program.

For example, Acme has expanded its Network Admimstration scholarship/mternshup
program to accommodate students from the newly established degree programs at CSC. This
program offers paid intemships to one faculty member and two students from the college.

Skill Builder 15.5 Use the Paste Special Command (no document
saved)

Help for the Homeless
2005 Budget Summary

Q1 Qz Q3 Q4 Totals
Rent 11,337 11,337 11,337 11,337 45 348
LKilities 2,021 1,464 1,504 1,809 5,798
Food 5,480 4,512 3,452 5437 18,881
Staff Salaries 17,685 17,685 17,685 17,685 70,740
Maintehance and Repairs 2,188 3,113 3,928 3,392 12,621
Outreach & Fundraising 8520 2,008 576 712 4,114
Grand Totals 39,531 40,117 35,482 40,372 158,502
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Skill Builder 15.6 Send a Document via Email (Optional)

E® Sending a Word Document - Message (HTML)

i Fle Edit  Wew Insert Format  Tools  Ackions  Help

{ =1 5end Egnrial -0 -|AlB 7 U E|= = .
S -y

[ To... ] |Terrg Riley (terryi@clarityspoken,com); |
e J| |
Subject: |Sending a Word Docurment |

‘r'ear—end Report {edited).doc (44 KB} |[ Attachment Options. .. ]

| arn sending this docurment as an attachment rather than in the body of the message.

Terry Riley|

Assessment Exercises

Assessment 15.1 Create Project Folders (no file created)

& Project Folden Test ‘—

File Edit Wiew Favorites Tools  Help #

@Back @ \_) l_ﬁ pSearch H:" Folders v

Address |[E:| CiDocuments and SettingsiStudentiiy DocumentsiProject F % | Go

File and Folder Tasks . # 'I'r-'\' = old Yersions
(29 Make a new folder |
&) Publish this folder to r —y _
the Web | Final Draft
=4 Share this Folder
} =

Research Documents
Other Places

[Ej My Documents
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Assessment 15.2 Insert Comments (Acme Memorandum
(Commented))

Acme Trading
Company

Memo

Tod Bruce Aranson
Frome  Toni Dine

L= = Winta Trueblood
Date:  June 10, 2004
Re

Promoting our new line of imported goods.

Introduction

Acme Trading Company will introduce a new line of goods imparted fram Mexico in the final guarter of . { Comment [TR1]: Make sure that a

the year. e will need the assistance ofthe marketing departmert to help promote this new inttiative. ] .-~" | copy eitor reviews everything
submitted by the marketing

Wit e Nood e s e

We wil need the following advertising deliverables: recefved.

v Camera-ready Catalog pages

+  Afolding brochure describing the new line

. . ) . , -| Comment [GAZ]:\We might also
v B generic 4 inch ad that clierts can custornize | -7 | wishto reuest a 42 inch ad, which
""""""""""""""""""""""""""""" better fits with the column wicthe of
: . : . many popular magazines.
¥ A generic Web page describingthe new line that clients can customize iy e erltees vl et
suggested size to the reguest

Deadlines
Ve require delivery of the items listed above no later than October 180
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Assessment 15.3 Perform a Document Comparison (Acme
Memorandum (Merged))

Memo

ToX Bruce Aronson

Fiome  Toni Dine

cC: Wyinita Trueblood
,[Delel:ed: Date:s[Enter Today's
Date: June 10,2004 | et
Ret | Promoting our new line of imported goods. s
Introduction
Acme Trading Company wil introduce a new line of goods imported from Mexico in the final quarter of .| Commenk [TR1]: Make sure that &

copy editor Fevieses everything
submitted by the marketing
department. Last time there were

What We Need significant errors in the copy we
We will need the following advertising deliverables recefved

the year. ke will need the assistance ofthe maketing departrert to help promote this nes inttistive, |

v Camera-ready Catalog pages

v Afolding brochure describing the new line

.| Comment [GA3]: e might alzo
wish to request & 4x2 inch ad, which
better fits with the column widthes of
many popular magazines.

*7 -~ Comment [GAZ]: Wi might also
wish to request & 4x2 inch ad, which
better fits with the column widthes of
many popular magazines.

- Terry Riley Replies: | will scd the
(e suggested size to the recuest.

“:.I \[Eu'mm [GA4]: e might ke able

v [ generic 414 inch ad that clierts can customize |

¥ & genetic Web page describing the new line that clients can custorize

to accept this work as lste sz October
23, but let's nat tell them that.

‘\‘{ Formatted: Highlight
{ Formatted: Highlight.

R
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Assessment 15.4 Use the Paste Special Command (Paste Special

Test) — Page 1

HTML Format

| | | Jul_\_'| | ;—Xugust| | Septemh el‘| | Tutals|
%I““ig“g"' & 3,779 3779 3,779 11,33?‘

LSurance

|Utilities | 422| 5335]| 47| 1.504]
[Food I 1,130]| 1,044 1,278| 3,452
Staff Salaries I 5895 55895 s89s|[  17.685]
Mamtenance & 1,300 741 1,387 3,928‘
Repairs

g:ltl:l:ﬂ:mz 192 192 192 576‘
Grand Total 13,218 12,186 13,078 38,482

ETF Format

(Paste Special Test) — Page 2

nformatted Text Format

July August September Totals
Mortgage & Insurance 3,779 3,779 2779 11,337
Thtilities 422 535 247 1,504
Food 1,130 1,044 1,278 3,452
Staff Salaries 5895 5835 5895 17,685
Maintenance & Repairs 1800741 1,387 3928
Outreach & Fundraising 192 152 192 576
Grand Total 13,218 12,186 13,078 38 482
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Assessment 15.5 Use the AutoSummarize Command (no file
created)

End of Year Report Columbia State College

Year-End Narrative Report

Covernng period ending December 31, 20xx

College: Columbia State College

Grant Mumber:  WWCC-Connections-2002

Grant Director:  Ariana Brod

Address: 1200 Broadway, MNewtown, IL 62448
Phone: {555y 981-2146

Email: abrodif@csc-il. edu

RECENT EVENTS

[Approval of a new Technical Support degree/certificate program

The curriculum committee approved the institutionalization of a new Technical Support
degree/certificate program. This program 18 closely modeled upon the successful progratn at
Bellevue Community College. The details of the program are adapted to local conditions.

The degreefcertificate programs will be introduced during the fall semester. Curriculum
development is under way for the new courses required for this program. Some new courses will
ke pilot tested during the summer term. Maty of the courses for this new program were
developed for the network administration program.

Departure of the Information Technology Department Head at CSC

The head of the Information Technology (IT) department submitted hiz resignation last month.
This will place a premiuvm on the cooperation and coordination department faculty az a
replacement 1z sought. & national search will be undertaken, since there will be too few
candidates available lecally to compose a viable applicant pool. We expect to recruit a new
department head within the coming six months.

Planming for the Information Technology (IT) careers workshops

C3C intends to offer another round of IT Careers workshops designed especially for high school
sophomores and juniors. & s was the case last year, the worlshops will be offered via wideo
teleconference and local activities. The workshops will feature a variety of guest speakers talking
about careers in IT accompanied by learning activities to promote student confidence in their
ability to learn IT skills. One potential problem is the pessible removal of the video
teleconference equipment housed at the community center. This equipment 15 owned and
maintained by a local vendor. C3C plans to replace the video teleconferencing equipment with itz
own in the near future.

Cannections Grant Page 1
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Critical Thinking Exercises

Critical Thinking 15.1 Set up Folders for a Project (Project
Definition)

Title: Web Site Makeover Project

This document defines data for a project to update the design of our corporate Web site.

People:
®  Cynthia
® Henry
o Margie
o Terry

Project Reports

®  Project Status
®  Project Budget

Other Data

®  Site Design Motes
o  Prototype Design
e  Final Site Design

& Web Site Makeover Project

File Edit View Favorites Tools Help a’
@ Back - d IE p Search H__i‘ Folders '
: Address |[E:| Ci\Documents and SettingstStudentiMy DocumentsiWweb Site Makeover Project 4 | Go
A
— e
File and Folder Tasks &% II:;J Cynkhia | Final Design
@ Rename this fils
@ Maowe this file (= (
| Henr Margie
Copy this file L_J L e

& Publish this file to the

ieh ( e
() E-aail this File I’__J Project Budget Reports

iza Print this file

¥ Delete this fil (=
- L_J Praotobype Design
Other Places e
=
L_J Tetry

Project Status Reports

Site Design Motes

My Documents
= Shared Documents
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Formrner Defense Secretary Caspar Weinbergar, right, and famner Mational Seaurity Advizar Sarmuel Berger,
certer, appear before the Senate Forsign Relations Cornmitiee Thursday, At left iz Joseph Biden, D-Del

The Iraq non-hearings
Defense retreads Cap Weinberger and Sandy Berger fail to bring any substance to
‘Washington's aimless war debate.

By Anthony York
Aug. 2, 2002 | When the Senate opened hearings this week about whether or not the

TTnited States should invade Iraq, it was billed as a way to begin focusing the American
public on perhaps the nation's most pressing foreign policy question. But by the end of

the second and final day of testimony Thursday, the hearings felt more like a cable news = EDn?jfgL: [ngtit]?szEd WW£’S
tall show than a meaningful national debate.] 2 ;Lf:ﬁme s:‘z; ﬁghxﬁfmk_

These files will differ depending on the media students select to research
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Lesson 16 — Integration: Collaborating in Workgroups
with Word

Hands-On Exercises

Hands-On 16.1-16.2 (Annual Report) — Page 4
Note: Pages 1-3 were not altered in these exercises

Annual Report Columbia State College

BEST PRACTICES

Payment for Services

Based upon experience, the followmg best practices have become evident:

»  Pay faculty generously for the tune it takes to develop, test and refine any new
technolo gy program and the new cowrses required for the program.

* Pay teachers extra when they teach a course for the fust tune. In return, the teacher
should provide an updated syllabus at the end of the semester, along with a list of things
that worked and didn’t work, and an evaluation of the textbook.

= Pay teachers to design the classroom in which a technical course will be taught. Tlus
should mclude a list of require d hardware, furmshings, and a floor plan.

=  Pay faculty for taking certification courses and tests. The opportunity to receive payment
for a certification exam will often be enough to entice the teacher to take it.

Course Development Practices
Several best practices have emerged m the area of developing new curriculum.

=  Review the skill standards survey often durmg the development process. It 1s easy to lose
sight of the goal without frequent review.

= Meet with faculty from various disciplines to get their mput on general education courses.
Non-technical courses are an important part of any mformation technolo gy program.

= et frequent mput from local employers about the trainmg needs of thew employees that
relate to proposed information technolo gy programs.

»  TInclude the college advisor staff at several pomts m the course development process

(especially at the end). They should always be mcluded m the discussion of the newest
programs on which they will be advising students.

The excellent cooperation of the Acme Trading Company

The Acme Trading Company was one of the mndustry partners of our Connections grant proposal.
Acme continues to provide excellent support to CSC on a variety of fronts. For example, Acme has
expanded its Network Admunistration scholarship/mternship program to accommodate students from
the newly established degree programs at CSC. Acme had already introduced an internship and
scholarship program for students from several other degree programs on owr campus and elsewhere.
Acme continues to fund summer mternships for students and faculty, and anticipates the contimuation
of tlus program mto the foreseeable future. This program offers paid mternships to one faculty
member and two students from the college.
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Hands-On 16.3 Send a Document for Review (nho file created)

E% Please review the draft Annual Report - Message

! File Edit Wew Insert Format  Tools  Table  Window  Help Type a question for help

Pidsend | [ - |d B |52 ¥ B | ¥ |5 [ options.. + | HTRL -

(L Ta... debra@columbiastate.edu; pat@southerncollege. edu

[ e,

Subjeck: Please review the draft annual Report

Atkach... ¥ annusl Report.doc (44 KE) (=4 Attachment Options. ..
i 4 4 o [ TmesMNewRoman - 12 - A - | B I g| | i= :=

> ] i

Please review the attached document. Feel free to indicate content that should be deleted or
mserted as you see fit. I need your suggestions by Friday.

Eegards, Terry

Hands-On 16.4 -16.10 Annual Report (Reviewer Comments)—

Page 1

Annual Report Columbia State Caollege

|Annual Report

Covering period ending December 31, 20xx

College: Columbia State College
Grant Mumber W CC-Connections-2002
Grant Director:  Ariana Brod

Address: 1200 Broadway, MNewtown, IL 62448
Phone: (555) 981-2146
Email: abrodi@esc-il edy

RECENT PROJECT EVENTS

Approval of a new Technical Support degree/certificate program

The curriculum committee approved the mstitutionalization of a new Technical Support
degreefcertificate program. This program is closely modeled upon the successful program at
Bellewvue Community College. The details of the program are adapted to local conditions.

The degree/certificate programs will be introduced during the fall semester. Curriculum
development is under way for the new courses required for this program. Some new courses will
be pilot tested during the summer term. Many of the courses for this new program were

developed for the network adminstration program. l '{Eﬂmmenl [g9a1]: Tdan't helieve we

teed to highlight this negative srent.

]

Planning for the Information Technology (IT) careers workshops

CEC intends to offer another round of IT Careers workshops designed especially for high scheol
sophomores and juniors, As was the case last year, the workshops will be offered via video
teleconference and local activities, The wotkshops will feature a variety of guest speakers talking
about careers in IT accompanied by learning activities to promote student confidence in their
ability to learn IT skills.

One potential problem is the possible remaowal of the wideo teleconference equipment housed at
the comtnunity center. This equipment is owned and maintained by a local vendor. CEC plans to
replace the video teleconferencing equipment with its own in the near future.
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Hands-On Annual Report (Reviewer Comments)—Page 2

Annual Report Columbia State College

PROGRESS TOWARD OBJECTIVES

IT curriculum development

Cne pritnary activity for the Connections project 15 extensive curriculum development. Some of
our computer technology programs are cutdated, and there was pressure from local industry to
update our programs and offer degrees that met their job requirements. The Connections grant
fundmng enabled C3C to ture faculty to develop new programs and courses. The result has been
program development beyond the original scope of network administration

Twro new IT-related programs that have been approved: Network Administration and Technical
Support. Beth of these programs are scheduled to officially come on-line for Spring In addition
to these two programs, C3C has also designed two more programs: Web Technologies and
Digital Media Arts. Two people have been hired to hash out the details ofthese programs, and an
adwisory committee has met several times to discuss the dwection of these new degrees. These
new programs should be introduced next year.

Outreach to Business and Industry

We have made excellent progress in forging relationships with local businesses and government
agencies. Bome of our computer technolo gy programs are outdated, and there was pressure from
local industry to update our programs and offer degrees that met their job requirements. The
Comnections grant funding enabled C3C to lure faculty to develop new programs and courses.
The result has been program development beyond the original scope of networlk

Workforce Development

In the area of workforce development, C3C has created programs that definitely meet the needs
of local business and the major employers in our region. There was pressure from local industry
to update our programs and offer degrees that met their job requirements. The Connections grant
funding enabled C3C to hure faculty to develop new programs and courses. The result has been
program development to meet the needs of local business and the major employers in cur region.

Faculty/staff development

C3C has made good strides i training our faculty to teach infermation technology skills more
effectively. . Some of our computer technology programs are cutdated, and there was pressure
from local mndustry to update cur programs and offer degrees that met their job requirements.
The Connections grant funding enabled C3C to hire faculty to develop new programs and
Courses.
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Hands-On Annual Report (Reviewer Comments)—Page 3

Annual Report Columbia State College

SPECIAL CHALLENGES

Hirmg and retention of key IT faculty remains the biggest challenge of all.

One good example of this dilemma is the search for qualified teachers from Acme Trading
Company, our area’ s largest emplover. From among the subset of qualified individuals whe are
willing and able to teach at the community colleges, there is a high propottion who are already
workang 60-hour weeles at Acme. Why are they working 60-hour weeks? Because there 1z a
shortage of qualified people in our region to do the technology work!

Getting more ndustry participation when their resowrces are stretched to the lmnit,

=Setting up job shadowing, internships, and the like 15 an important part of making an information
technology program successfil. Howewer, businesses m rural areas that depend on IT staff may
fiot be in a good position to lend their suppott. Their IT staff 15 already probably overworked
They may perceive that there 15 little to spare to support the college programs. Hopetully, if some
of the larger business organizations in the region participate, they can set a good example and
precedent for smaller businesses to join in after the effectiveness of internship programs has been
demonstrated.

Aeme Trading Company, our area’s largest emplover 13 a case in point. From among the subset
of qualified individuals who are willing and able to teach at the community colleges, there 15 a
high proportion that 15 already working 60-hour weels at Acme. Why are they working 60-hour
weeks? Because there is a shortage of qualified people 1n cur region to perform the technology
work!|
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Hands-On

Annual Report (Reviewer Comments)—Page 4

Annual Report

Calumbia State College

BEST PRACTICES

Payment for Services

Based upon experience, the following best practices have become evident:

»  Payfaculty genercously for the time it takes to develop, test, and refine any new
technelogy program and the new courses required for the program.

= Payteachers extra when they teach a course for the first time. In return, the teacher
should prowvide an updated syllabus at the end of the semester, along with a list of things
that worled and didn’t worl:, and an evaliation of the texthool.

»  Payteachers to design the classroom in which a technical course will be taught. This
should include a list of required hardware, furnishings, and a floor plan.

»  Payfaculty for taking certification courses and tests. The opportunity to receive payment
for a certification exam will often be enough to entice the teacher to take it.

Course Development Practices
Several best practices have emerged m the area of developing new curriculum
= EReview the skill standards survey often during the development process. It s easy to lose
sight of the goal without frequent review.
= Mleet with faculty from various disciplines to get their input on general education courses.
Mon-technical courses are an important part of any information technology program.
= Get frequent input from local employers about the training needs of therr employees that
kelate to proposed information technolo gy programs.
= Tnclude the college advizor staff at several points in the course development process

(especially at the end). They should always be mcluded in the dizcussion of the newest
programs on which they will be advising students.

The excellent cooperation of the Acme Trading Company

The Acme Trading Compaty was one of the industry partners of cur Connections grant proposal
Acme contnues to provide excellent support to C3C on a vanety of fronts. For example, Acme has
expanded its Metworl: Administration schelarship/internship program to accotme date students from
the newly established degree programs at C3C. Acme had already mtroduced an internship and
scholarship program for students from several other degree programs on our campus and elsewhere,
Acme continues to fund summer internships for students and faculty, and anticipates the contmuation
of this program mto the foreseeable fiture. This program offers paid mternships to one faculty
member and two students from the college.
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Skill Builder Exercises

Skill Builder 16.1 Work with Track Changes (How the Internet

Works—Page 1)

How the Internet Works

The Internet functions according to rules of operation called protocols. Just as protocols
guide interactions between nations, all of the computers on the Internet function
according to protocols. The two most critical protocols on the Internet are the
Transmission Contrel Protocal fTCF) and Internat Protocol (IP). These are usually
abbreviated as TCP/IP.

Packet-Switched Networking

Data thatis sent out over the Internet 1z broken down mto small chunks called packsts. In
democratic fashion, every single packet on the Internet receives the same treatment--whether it
15 part of a very small message, or a very large message. The Jutgrmet Protocal (IF) controls
how packets are addressed to amive at thewr mtended destination. Once the packets anive, they
must be sorted into the proper order to re-create the onginal forrm of the data Trawsmission
Contral Pratacal (TCP) takes care of this task. The fisure below illustrates how a Web page
might travel through the Internet from a Weh server computer to display m a user’s Web
browser window.

=) E
OB EE- 3 B8

eh Data Data Internet

Web Server Packets - Packets Server Page displayed

Page Each packet makes ts in Web browser
way throwgh the network.

All of the infovmation trepseitted over the Internet is sent in sl pockets.

An Analogy

Let's say that rather than sending a Web page, you need to ship a dinosaur skeleton to
another museum across the country. {This 1z a rather large-scale example, but it will do.)

First, you wouldn't send the entire skeleton in one box! You would need to break it
down. 50 you would set your museun staff taking the skeleton apart and packaging each
piece for shipment Each package would have a label giving the address.

Mext, vou take all of the packages to Awborne Express (AE) for shipment. AF knows
where the shipment will go because each package 15 properly addressed. AF 15 not going
to devote an entire plane to the shipment instead, it will fit what it can among the rest of
the package traffic going in the same general direction as your dinosaur skeleton’s
destination. Some of the packages will ship right away, and others will ship later, as
space is available.

AF delivers the packages as they arrive in the destination city. At the hosting museum,
the packages are sorted into the proper order, according to the catalog that lists every
package in the shipment Then the skeleton 1s reassembled for the exhibit

In miniature fashion, TCP/P performs the analogous tasks in transmitting data over the
Internet that 4 E and the museum staff performed to ship the dinosaur skeleton. The

How the Internet Works — Page 2

ensuring that they reach thewr destination.

museum staffs at both ends of the shipment perform a task sirmilar to that of TCP,
disassembling and assembling all of the packets that compose the data being sent over the
Internet. AE performs arole analogous to IF, deciding how to route the packets and
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Skill Builder 16.2 Merge Track Changes (Internet History)

A Brief History of the Internet

The history of the Internet now spans over thirty years. Few innovations have had as
great an impact on human communications; and none have ever spread so rapidly across
the world. Owver a span of just three decades, the Internet has transformed the way many
people communicate with each other.

Origins in the 18705

The origing of the Internet date back to 1262, In an effort to create a networtk that could
survive a nuclear war, the United States military created a decentralized network, The
ARPAWET (which was the system’s original name) had a unique design that made it
possible for many of even most of the systems attached to the network to be destroved,
wet the network could continue to function This early network was devoted to military
communications research. Eventually, some education-related netwotls began
connecting to ARPANWET to facilitate thew own communications.

Expansionin the1980s

In the 1980s the National Science Foundation (M3F) set up its own network, based upon
the operating principles of the ARPANET. This step was important because the INSF also
allowed any college or university to connect to its new network. Thiz expanded the user
population from a few specialized military and government contractor units to a major
segment of the academic community. Soon, institutions of education in other countries
also connected to the emerging Internet. At this point, the services available on the
Internet were difficult to use, and most required a high lewel of computer expettise to
master. Thus, before the 19907 s gowvernment and educational organizations were the
primary users of the Internet.

Commercialization in the 19905

The next jump in the development of the Internet came when commercial organizations
were also able to connect to the Internet Soon, some of these commercial organizations
began to specialize in connecting individuals to the Internet. Commercial online services
such as America Cnline and CompuServe added Internet capability to their systems as
well. By the mid-1990g, the population of Internet users had grown to encomp asz any
business and individual that wished to subscribe to an Internet Service Provider (I5F) or
online service for access. At this point, use of the Internet burgecned at a rate few would
have foreseen just a few years previcusly. The ease of use of the World Wide Web
played a key role in the Internet’s soaring popularity. The Web made navigation of the
Internet’s vast information much easier than it had ever been previously.

Atthe beginning of the decade, the Internet had been the domain of a relative handful of
computer experts and educators. By the end of the decade, anyone whe could afford an
mexpensive computer could be an Internet user after just a few hours of training. By
2002, an estitnated 150 million people all over the world are making routine use of the
Internet.

Skill Builder 16.3 Protect a Document (How the Internet Works)

How the Internet Works

The Internet functions according to rules of operation called protocals. Tust as protocols
guide interactions between nations, all of the computers on the Internet function

according to protocols. [The two most critical protocols on the Internetare the .---{f"mnt [TRI]: This sestence wmks]
Trawnsmission Control Protocel (TCF) and feternet Frotocel (IP). These are usually et hebevepie)
abbreviated as TCR/TP

_ _ . { Comment [TRZ]: This heading seems ]
ProtocolsinAction ] dloserts the meaing o the pasgragh.
Data that is sent out over the Internet is broken dowmn into small chunks called packets In _"{Rdﬁe‘til'z“‘d's""“d‘&“ ]

democratic fashion, every single packet on the Internet receives the same treatment--whether it
is patt of a very small message, or a very large message. The Juternet Protocel (IP) controls
how packets are addressed to arrive at therr intended destination. Once the packets armve, they
must be sorted into the proper order to re-create the original form of the data. Transwission
Clontrol Protocal (TCFE) takes care of this task. The figure below illustrates how a Web page
might travel through the Internet from a Web server computer to display in a user’s Web
browser window.
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Skill Builder 16.4 Work with Versions (How the Internet Works)
Note: The content of the document does not change in the course of the exercise.

Skill Builder 16.5 Verify a Digital Signature and Attach a New
One (Annual Report (Skill Builder))

Note: The content of the document does not change in the course of the exercise.

Skill Builder 16.6 Set the Workgroup Template Location (Report
from Template)

End of Year Report Columbia State College

Year-End Narrative Report

Covering peried ending December 31, 20xx

College: Columbia State College
Grant Number:  WWCC-Connections-2000
Grant Director:  [fill in the director’s name here]

Address: 1200 Broadway, Anytown, IL 20034
Phone: (555) 981-2146
Emaul: [fill-1n the director’s email address here]

Recent Events
ASSESSMENT OF PROGRESS TOWARD OBJECTIVES

IT curriculum development

Outreach to Business and Industry

Workforce Development

Faculty/staff development
SPECIAL CHALLENGES
BEST PRACTICES
UNANTICTPATED SUCCESSES
ADDITIONAL (.‘OI\-[[\IENTSl

Skill Builder 16.7 Send a Document for Review by Email (How
the Internet Works [student name])

How the Internet Works

The Internet functions according to rules of operation called prosaceds. Tust as protocols

guide interactions between nations, all of the computers on the Internet function

according to protocols. [The two most critical protocols on the Internet are the ‘,.--{Eﬂn‘ment [TR1]: This sentence wmh]
""""""""""""""""""""""""""""""""""""""""""""" hetter i the actire voice

Transmission Control Protocol (TCP) and Internet Protocol (IF). These are usually
abbreviated as TCP/IE

. { Comment [TR2]: This hesding seems ]

Protocols in Action claser to tha rae i of the parsgrgh.

Data that 15 sent out over the Intemnet 1z broken dewn into small chunks called packets. In
democratic fashion, every single packet on the Internet receives the same treatment--whether it
is patt of a very small message, or a very large message. Once the packets arrive, they must be
sorted mto the proper order to re-create the original form of the data. Thansnission Control
Frotacal (TCE) takes care of this task. The figure below illustrates how a Web page might
travel through the Internet from a Web server computer to display in a user’s Web browser
window.
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Assessment Exercises

Assessment

16.1 Create Tracked Changes (Images for the Web)

.{ Deleted: June 30, 2002

June 10,2004 .
Types of Images for the Web

Computer image files can be very large. For example, a three-inch square image suitable
for printing in a book can be up to three megabytes in size. Fortunately, there are ways to
compress image files. This is important because most people access Web pages over a
modem line, and tmodetms are relatively slow when downloading large image files. For

| example, a three-megabyte file would take about 7 minutes to download over a 36K _,--‘[DElEtEd: 14
modem connection Ifthe same file were compressed, it might take just one or two :::"{Deleted: 2%
seconds to download There are two file formats that are most popular for displaying "{Deleted:

images on the Web:

= GIF (Graphic Exchange Formaty—The GIF format compresses a file by examining
the image for consistent patterns and then rewriting the digital image to a shorthand
based on those repeated patterns, reducing the number of colors used to display the
picture. The GIF format can compress itnages by about 4:1.

| = JPEG (Toint Phote graphic Experts Groupp—TPEG format compresses a file by
tossing out subtle color differences in the inage that human eyes are less likely to
recognize. Depending on the level of image quality you require, JPEG can
accomplish compression ratios between 10:1 and 100:1

| Terry Riley|

Assessment

Components)

16.2 Review Tracked Changes (Web Page

Components of Web Pages

In order to create and publish (place anline) Web pages, you need three components

= A Web page composition program--This program helps you design the Web pages
that go on your Web site. In these Web page creation lessons, you will use FronzFage

as your composition pregram. If you know how to program in HIML code (described
below), you can use a simple text editor as a composition program.

= Web Hosting--The Web host is the computer that serves your pages to browsers such
as Internet Explorer. Many Internet Service Prowiders (ISPs) offer Web hosting
SEIVICES.

= A Domain Name—-People who want to browse your Web site need to have a TRL 5o _.--{ Deleted: URL or IP address

they can navigate to the page. The Web hosting service can provide a URL for your
TWeb site, or you can order a custom domain natne such as www.RAmE. COM.

The Process

In order to create and publish a Web page or several Web pages, you need to follow a ,,.-—‘[DeletEﬂ= post

process similar to the one described below.

1. Teuuse a Web page composition tool to create the Web page(s) that will go on your
“Web site.

2. You get an account with a Web hosting service or use the fee Web cpace that most
I5Ps provide to their customers.

3. Youupload your Web page(s) to the Web site.

4. Touprovide friends or business associates with the domain name for yvour Web site.
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Note: The Show—Reviewers command should display the following settings:
|- [show =] 2 9k 3 - w3 - 2w -] 2
_, Final ﬁ
I Criginal

Comments
Ink Annokations
Insertions and Deletions
Formatting

1

Reviewers 4 | all Reviewers
Balloons .3 Grace Alba
]| Reviewing Pane [ r1aura a lionella
Options... IO PIOgIAI— LT
o ite Th these Web tao

Assessment 16.3 Protect a Document (Images for the Web)

Insert  Format | Tools | Table Window Help Adobe PDF
il =" _l» | b Vi] AukoSummarize...

Note: You should be able to select

I8 il | Track Changes Ctrl+shift+4E k|

P Compare and Merge Documents... [ Tools—Unprotect Document from the
Unpratect Dacument m  menu bar when this document is open.
i35 . This will allow you to see the settings.

Templates and Add-Ins...

Options. ..

<<

‘ Jdune 10, 2004

Types of Images for the Web
Protect Document v X L.
®|6|a Note: After giving the
1. Formatting restrictions Tools—Un p rotect
[ Limit: formatting to a selection of styles DOCU ment Command you
Setkings... - !
" . should see the settings
2. Editing restrictions
Alloww only this bype of editing in the ShOWI’] above
document:
Tracked changes w

3. Start enforcement

Are vou ready to apply these settings? (You can
turn them off later)

[ ‘s, Start Enforcing Prokection ]
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Assessment 16.4 Create Document Versions (Web Page
Components)
Yersions in Web Page Components §|

e versions

Save Mow, .. Automatically save a version on close

Exisking versions
Date and time Saved by Comments

611012004

6/10/2004 8:30:0

Terr:
Terry Riley

[ Qpen ][ Delete ] [ViewComments...]

Note: Use the File—Versions command to view the two versions.

Components of Web Pages
In order to create and publish (place online) Web pages, vou need three components:

= A Web page composition program--This program helps vou design the Web pages

below), you can use a simple text editor as a composition program.

as Internet Explorer. Many Internet Service Providers (ISFs) offer Web hosting
SErVICE S,

they can navigate to the page. The Web hosting service can provide a TEL for your
Web site, ot you can order a custom domain name such as www.pimame.cam.

The Process

(=]
=
[+ N
o
1
=
<
o
2]
tn
]
=3
w
=
=3
[+ N
o
=
e
=
o
=
=
=
=
sl
o
oo
1]
[=]
=
w
3]
=
]
[
=
=
[
3
o
i
v
)
e
<
)
=
o
o
=N
=
<
=y
=
<
#
w

process similar to the one described below.

1. Touuse a Web page composition tool to create the Web page(s) that will go on your
Web site.

2. ¥ou get an account with a Web hosting service or use the free Web space that most
I5Ps provide to their customers.

3. Youupload wour Web pageis) to the Web site.

4. Youprovide friends or business associates with the domain name for your Web site.

Types of Images for the Web

Computer image files can be very large. For example, a three-inch square image suitable
for printing in a book can be up to three megabytes in size. Fortunately, there are wavys to
compress image files. Thiz iz important because most people access Web pages overa
modem line, and modems are relatively slow when downloading large image files. For
example, a three-megabyte file would take about 7 minutes to download over a 56K
modem connection Ifthe same file were compressed, it might take just one or twe
seconds to download. There are two file formats that are most pepular for displaving

images on the Web:

that go on vour Web site. In these Web page creation lessons, you will use FrontPage
as your cotnposition program. If vou know how to program in HTML code (described

= Web Hosting--The "Web host 15 the computer that serves your pages to browsers such
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Assessment 16.5 Set a Workgroup Template Location
Options
| Wigw | Gemeral | Edit | Print [ Save |
| Security || Speling & Grammar || Track Changes |
| User Information || Compatibility | File Locations
File locations
File types: Location:
Documents

Clipart pictures

User templates Ci.LL\Microsoft) Templates

‘Workgroup templates . LAworkgroup Templates
AutoRecover files . \Application DatalMicrosoft)Ward
Toals Ci.LMicrasaft OfficeWOFFICELL
Startup CilL L Microsoft Word  STARTUP

Note: Use Tools—Options to verify the Workgroup Templates setting. Student should
remove the setting after verification.

Assessment 16.6 Send a Document for Review by Email
(Images for the Web [student name])

£¥ please review ‘Images for the Web, Terry Riley’ - Message

i Fle Edt Miew Insert Format  Tools  Table  Window  Help Type a question for help = [ X
i Tl attach as Adobe PDF !
Pidgend | ] - | B Sd 7B | ¥ (] ) ogtions,., - | HTML =
(LA To... |Terrz Riley (terry@darityspoken.com); |
[ e, | |
Subject: |Please review 'Images for the Web, Terry Riley! |
Attach... |@Imaues for the Web, Terry Riley.doc (26 KB) (= Attachment Optians. .
= = W e X o -]JA-| B 7 U= == |i= = #EE

|zz;;%I

Please review the attached document.

Note: When the attachment is opened, the Track Changes feature should be on.

Assessment 16.7 Attach a Digital Signature to a Document
(Images for the Web)

i | Images for the Web (Signed, unverified) - Microsoft Word

! Fle Edt Wiew Insert Formak  Tools  Table  Window  Help

Note: The document should indicate that it has been signed.
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T T —om T

Security Spelling & Grammar

File encryprion optians For this docurment

Password to open: |

File sharing options For this document

Paszsword ko modify:

[ read-only recommended

[Qigital Signatures, ., ] [Ungrotect Docurment ]

Note: Choose Tools—Options command, display the Security tab, and then click the

Digital Signatures button.

Digital Signature .

Signatures

The digital signature generated by Office may not constitute a
legally binding signature. For more information, read about digital
signatures in Help,
The following have digitally signed this document:
Signer Digital ID Issued By Date
Cam Student Computer 10 6/10/2004

[View Certificate. .. ] [ Add... ] [ Remove ]

[ OF. l’ Cancel ]

Note: The Signer name varies with certificates available on the student’s computer.

FCC orders switch to digital TV by 2007

By CONNIE GASS

Aug. 8, 2002 | wasHINGTON (aP) -- Dissatisfied with the speed at which the industry is
going digital, the Federal Comrunications Commission voted Thursday to require
television manufacturers to have digital tuners on all sets by July 2007,

[Commissioners voted 3-1 to require manufacturers to add the tuners to all TY sets

with screens of 36 inches and larger by July 2004,

| __.---| Comment [BB1]: Good, Tean’t wait
sets would be phased in over the following three yea

for HDT Vo beccms a mainstay mour

)

society.
Congress has mandated that the nation switch to digital Tv, which offers clearer
pictures and better sound. But the transition to this new technology has been
delayed by reluctance within the industry to make the switch before most households
can receive digital signals.
['This action will take these electronic appliances from being HDTY (High Definition ,,{" [BB2]: It's about time!!!
Television) ready to HDTY reality," kaid Michael Powell, the commission's chairman. ___.-"
Fowell rejected industry complaints that the action would force cansumers to pay
more for television sets, saying the price of digital tuners would drop quickly as they .| Comment [PE3]: Probahly, but they
are mass produced,) von't aver be a cheap 2 nommal and the
e mamifactuses will eat this cost,

|

The dissenting vote came from Commissioner Kevin Martin, who noted that most TV
viewers no longer receive their signals over the air and therefare do not need digital
funers,

with this. [ have HDTV and & looks the

.| Comment [PE4]: I conplately agree
same anpway.

il

Note: There should be comments entered by various reviewers.
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Santa Fe Public Library’s Mission Statement

+ To promote literacy in and around the city of Santa Fe through a system of
lendmg libraries catermg to all age groups.

4+ To promote literacy among all members of our service area.
+ To promote computer and Internet literacy as well as reading of printed material.

+ Have a helpful and fiiendly staff.

Santa Fe Public Library’s Mission Statement

%+ To promote literacy in and around the city of Santa Fe through a system of
lending libraries catering to all age groups.

Provide extensive access to other book collections via mter-library loans.
To promote hiteracy among all members of our service area.

To promete computer literacy as well as reading of printed material.

 F F ¥

Have a helpful and friendly staft.

“* Provide library services and programs to all age groups.

Note: There should be some revisions in the final draft document.
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Lesson 17 — Using Macros, Forms, and Templates

Hands-On Exercises

Hands-On Lesson 17

Geneva Health Care
Employes Survey Response Fonm

Address Information

Wame Douglas Wilsen

Address 5250 Ramuro Avenue

City Eichmond State CA Zip 94803

Personal Information

Married < Spouse Name Ddaria
Dependents  [X] How Many? 3

Which benefits are of interest to you?

401K Flan B Contribution Amount $500.00

Dental Plan [
Cafeteria Plan []

Date 1/30/04

Geneva Health Care
Emplovee Survey Response Fonm

Address Information

Marme |

Address

City State Zip

Personal Information

Married ] Spouse Matne
Dependents  [] How Many? 0
Which benefits are of interest to you?

401K Plan | Contribution Amount

Dental Plan  []
Cafeteria Plan []

Date 3/3/04
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Skill Builder Exercises

Skill Builder 17.1 Record a Section Break Macro

This Is a Title Page

‘Thie I a Test Header

Word 2003

Skill Builder 17.2 Record a Page Border Macro
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Skill Builder 17.3 Create a Table Macro

My Tabie

Iy Table

Skill Builder 17.5 Create an Electronic Form

TrainRight Discount Voucher

Please check one: Name Suzanne Frost
B Three classes (10%) Address 123 Main Street

L] Five classes (20%) City Anywhere State CA Zip 99999
[ ] Ten classes (30%) Email email@email.com

Credit card type Visa Number 123-456-789

Return card by December 15 to receive discount credit!
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Assessment Exercises

Assessment

17.2 Fill Out an Electronic Form

Wilson Financial Planning Account Application

Account Holder Information

Name
Address
City State | Zip

Financial Information

Annual Income
Net Worth
Investment Experience Little

Risk Tolerance Conservative

Soctal Security Number

Driver's License Mumber

Investment Objective
[ Capital Preservation
[ Capital Appreciation
[ Income

Signature

Date

Marina's Persian Carpets

Personal Information
Mame

Address

City State | Zip

Credit Application

Social Security Number
Driver's License Number

Telephote Nutrber

Credit and Income Information

Credit Reference 1 Wisa Annual Income
Account # [ Less than $30,000
Credit Reference 2 Visa 450,000 - $100,000
Account # [ atove $100,000
Signature Date

Word 2003

Page 168 of 173



Printed Solutions Guide

Work Schedule
Sunday Monday Tuesday |Wednesday | Thursday Friday Saturday
Jason Off Shift 1 Shift 1 Shift 2 Off Shift 2 Off
w
—
E‘ Ted Wacation wacation Wasation wacation Wacation Vacation Wacation
]
=5
[
g Lisa Shift 1 Shift 2 Shift 2 Shift 2 Shift 2 Shift 2 off
[T
e
Q Pat Off Training Training Training Training Training off
==
4]
g Barry Orff Shift 3 Shift 3 Shift 3 Shift 3 Shift 3 Off
Hed Orff Off Off Shift 1 Shift 1 Shift 1 Shift 1
Word 2003
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Lesson 18 — Working with Word and XML

Hands-On Exercises

Hands-On

18.5 Adjust XML Validation Options (book.xml)

4 BestSellers

American Childhood Jttie )
(sasbor i Dillr TP

(<l wizeks-on-list (4 )weeks-on—list l')

(uprice[$18 99 Jprice )
Hands-On 18.6 Save XML Data with a Transform (bestsellers_data

(transformed).xml)

=/trs
- <tre

<t
- <tre

< /tr=
- <t

</t
- Ztre

</t
- =tre

</tr=

- «div style="font-family: verdana, arial, sans-serif; font-size: .85em"=
<hl style="font-size: 1.5em; color: red"=Best Selling Fiction</h1>
- «table style="font-family: verdana; font-size: .85em" border="1" cellpadding="4" cellspacing="0">
- =tr style="background: red; color: white">
<th align="left"=Title</th=
<th align="left">=Author=/th=
<th align="left"=Price</th=

<td=The Da Yinci Code</td:>
<td=Dan Brown</td>
<td=%37.95</td>

<td=The Five People ¥You Meet in Heaven</td>
<td=Mitch Albom</td=
<td>$11.97</td>

<td=The Big Bad Wolf</td=
<td=James Patterson</td>
<td=$16.77</td>

<td=Bleachers</td>
<td=John Grisham«</td=>
<td>$11.97</td>

<td>Wolves of the Calla=/td>
<td>Stephen King=/td>
<td=%21.00</td>

I

Note: This is how the data appears in the XML Editor application.
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(bestsellers_prices.htm)

Best Selling Fiction
N T Y
The Da ¥inci Code Dan Brown £37.95
The Five People You Meet in Heaven | Mitch albom £11.97
The Big Bad walf James Patterson | £16.77
Bleachers John Grisham £11.97
Wolves of the Calla Stephen King £21.00
Trojan Odyssey Clive Cussler £16.77
Odd Thomas Dean Koontz £16.77
Blow Fly Patricia Cornwell | $16.71
Safe Harbour Danielle Steel £16,17
Skipping Christmas John Grisham £8.97
The Hornet's Mest Jirmmy Carter £16.20
The Murder Room P.D. James £15.57
Shepherds Abiding Jan Karan £15.95
Pormpeii Robert Harris $17.47
The Teeth of the Tiger Torm Clancy £15.25
The Amateur Marriage Anne Riley 16,50

Skill Builder Exercises

Skill Builder 18.1 View an XML File (Memo.xml)

[« firsthame [Tizie JFirstiame »)

(<l lastMame ':l\.ﬂj]ler ]I lastharne l')

(vemai{ dizie @erols.net
iversity Workshop
o content [The evaluations for the last Diversity Wotlishop are in the mail Ag usual, you  exceeded our

expectations|

Skill Builder 18.2 Create a New XML Data File (Acme Memo.xml)

[ contact [ FirstMamne [ Teﬁ-y) firstHame*]

TaamelR ey Tatame?)

Ferallierry@acmetrading comlm)

(#subject [P ottery Promotion Jsubiect &)

(@cerkent [Please submit advertising budgets and recommended content for our
Sutnmmer Seasomal Pottery Promotion by the end of the month Jeentert =)
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Assessment Exercises

Assessment 18.1 Open and Display and XML File
(PhonelList_data.xml)
- @O |a
Ph one LISt XML data views
This ¥ML document: has
First Mame | Last Name | Phone Email mulkiple data views. Before
making changes tao the
Terry Riley 505-553-1236 | terry@acmetrading.com document, choose the data
wigw (XSLT) ko apply.
Anna Oeste 405-224-6679 | aneste@webmail,.cam Diata anly
PhoneList_‘eb.xsl
Allan Robertson | 714-924-2408 | arcbrtson@wetrade. com Browse. .,

Note: Students must have browsed for and used the PhoneList_Web.xsl style sheet.

Assessment 18.2 Add a Schema to the Schema Library
(PhonelList_data.xml)

XML Struckture

©|0|a

Elements in the document:

Mo #ML elements have been
applied to this documnent.

Make a selection in the
document and then choose
which element you wank to
apply from the list of
elements,

Shaow ML tags in the
document

Choose an element to

apply toyour current

selection:
PhoneList {Phone List}

List only child elements of
current element

AML Options., ..

Assessment 18.3 Transform an XML File (Phone List
(transformed).xml)

Phone List

First Name | Last Name Phone

Terry Riley E05-553-1236
Anna Oeste 40E5-224-6679
allan Robertson | 714-924-2408

Note: See item below for a potential problem.
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Phone List

First Name Last Name | Phone

Note: If the student did not close the PhoneL.ist_data.xml file and then re-open it in
Word, the transform may appear like this example.

This lesson does not include Critical Thinking. Working creatively with Word and XML
requires collaboration with an expert XML programmer.
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