Microsoft Word 2003

Managing Lengthy Documents – sounds fun…doesn’t it?

Lesson 4 (4.1-4.10)  - Academic file

10 points

· Start on pg. 105 and read the paragraph under the lesson 4 heading.  Also read the, “You Will Learn To” section to the left

· Flip to pg. 106 and review the Key Terms that you will encounter
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· Flippity flip to pg. 107 and READ (please                           )

· Step-by-Step starts on pg. 109
· Ends on pg. 119 (But be sure to read the info. on MLA, Citing Sources on pg. 118.
· Save to your U:drive; I will come to your station to check
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Lesson 4 (4.11) - Endnotes file
5 points

· Step-by-Step starts on pg. 120
· Ends on 120
· Save to U:drive; I will come around to check
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Lesson 4 (4.12) - Footnotes file

5 points

· Step-by-Step starts on pg. 121
· Ends on 121
· Save to U:drive; I will come around to check
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Lesson 4, (4.13-4.22) – Business file & Report_Outline File
10 pts. and 5 pts.
· Read pg. 122

· Step-by-Step starts on pg. 123
· Ends on pg. 134
· An extra file within the Business file will be worked on at the same time.  Please save each file (Business) and (Report_Outline) as separate files.
· You will work with a lot of different views and details so go slowly!

· Please skip the next page, page 135
· Read below for your next adventure!

· Review the Quick References on page 136
· Complete the Concept Review on page 137 #s 1-5, 7-10
· Turn this into the basket with page number and circled or underlined answers…
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Lesson 4 New Zeeland File

You Try It Activity - 5 points
· This lesson starts on pg. 141
· Enter your name instead of Simon Bryant

· Again,  just resave over your initial file
· The lesson ends on pg. 142
· Please save to your U:drive

Phew…Lesson 4 is complete!

Way to go!
STOP and READ

Before moving on to Lesson 5 you will complete the Unit 1, Lesson 4 Quiz for WORD!

www.icheck.glencoe.com
See the G:Drive – Computer Apps –Tests-Self Check Quizzes file for further instructions.  Please email me your score/results.[image: image1.png]
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