Microsoft Word 2003

Memos – 5 points 
Lesson 2, Exercise 2-1 - 2-2 (Schedule Memo-Pages 39-41)
Read Pg. 34 under Formatting Content on the importance of professional-looking documents.
Read to the left margin on what you will learn to do.
Turn to page 35 and read the Lesson 2 Key Terms – quiz later – read!

Look at the short-cuts on the bottom of this page and try them out! Quiz later!
Turn to page 36 and read – YES – READ.  I want you to know the difference between Serif fonts and Sans Serif fonts:

Serif = Courier New


Sans Serif = Arial 
Has a tail                           No tail

Good for paragraphs



Good for Titles/Headings 
After reading all of Pg. 36, read Pg. 37 on “Writing a Memo” and then do the same on Pg. 38.  You will be quizzed on parts of a memo.  You will also be quizzed on the formatting for a memo (proper margins, spacing, etc.)
The Step-by-Step starts on page 39.  

It ends on page 41.  Save to your U:drive as Schedule Memo.
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Memo – 10 points * Pages 42-47
Lesson 2, Exercise 2-3 – 2-8 (Memo)

· Starts on pg. 42 (Memo file)

· Be sure to read all short cuts (Tips and Tricks) and especially the green table on pg. 47
· Save and print the memo IN COLOR and turn it in!  Make it from YOU instead of John Smith so I know whose is whose!
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Memos – 15 points
Lesson 2, Exercise 2-9 - 2-19 (Meeting_Notes)
· This exercise starts on pg. 48
· It ends on pg. 60

· Save to your U:drive for me to check
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Numbered List – 5 points

Lesson 2, Exercise 2-20 (Meeting_Outline)

· Starts on pg. 61

· Ends on pg. 61


· Show me when you finish for 5 points
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Memo Templates – 5 points
Lesson 2, Exercise 2-21
· Starts on pg. 62
· Ends on pg. 62

· Show me when you finish for 5 points
Now, read pg. 63 – Quick References
Next, complete the Concept Review on pg. 64.  Do numbers 1-5, 7-11 for 10 points.  Turn your paper into the basket.  Remember my requirements…
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Format Fonts (Fonts file) – 5 points

Lesson 2, Practice It Activity

· Step-by-Step starts on page 65

· Ends on page 65

· Save and show me for 5 easy points!
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Format Paragraphs (Paragraphs file) - 5 points

Lesson 2, Practice It Activity

· Starts on pg. 66

· Ends on pg. 66

· Save and show me for 5 points!
Keep up the good work!
There is more below!

Your hard work proves that you can pay attention to details, read instructions well and work efficiently, while learning great skills!
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Format a Memo (PI_Memo) – 5 points

Lesson 2, Practice It Activity

· Starts on pg. 67

· Ends on pg. 67

· Show me for 5 points!
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Memo Templates (Contemporary Memo) – 10 points

Lesson 2, You Try It Activities

· Starts on pg. 68

· Ends here too!

· Hint – you must go to File, New, Templates on Office Online.
· Next you have to download the Contemporary Memo Template!
· Save and print in color! Remember to make the memo from YOU!
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Memo (Volunteers) – 10 points

Lesson 2, You Try It Activity

· Starts and ends on pg. 69

· Show me for 10 points!
You have completed Lesson 2!

Extra credit if you know how this text if formatted – come tell me for 1 pt. extra credit!
STOP and READ

Before moving on to Lesson 3 you will complete the Unit 1, Lesson 2 Quiz for WORD!
See the G:Drive – Computer Apps –Tests-Self Check Quizzes file for further instructions.  Please email me your score/results.
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