Microsoft Word 2003

5 points
Lesson 1 – Goals file                                         
· Begin on pg. 3 and be sure to read the Terms box to the right of the page

· Read page 4 under Creating a Document
· Flip to page 5 – this is a preview of all the terms you will need to know regarding Microsoft Word

· Read page 6, as this page informs you of what key concepts you will be learning about

· The Step-by-Step begins on page 7.  I know this is very simple and most likely a review for you!  Play the game anyway and follow along.  There may be something new in the beginning like the Show/Hide button or learning short cuts if you haven’t already.

· When you get to the part regarding creating a new folder, realize you have already learned to do this, so you do not need to create another folder.

· P.S. You do not need to print the Goals document – just show me for 5 points (When I ask for it).

· This simple lesson is worth 5 points; I will check for it in your U:drive.
· Review pg. 25
ASSIGNMENT BELOW!
Complete the Lesson 1 Concept Review on Page 26.  Do numbers 1-5 and 7-10.  Turn into the basket for 10 points. Remember to circle or underline answers and to put the page number at the top of your paper!
Microsoft Word 2003

5 points
Lesson 1 – Practice It Activities

Follow the steps on pg. 29; I will come around to see if you know where your show/hide icon is and what it is used for. DO NOT PRINT!

Turn now to page 30  and edit the business letter as instructed.  Show me when you finish for 5 easy points (wait until I ask for it)!  
  

Editing is a great skill to have, as you must follow directions and pay attention to detail which is a life skill!
STOP and READ

Before moving on to Lesson 2 you will complete the Unit 1, Lesson 1
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.
Special Note:  The first question of this quiz is faulty.  

Please select A even though the correct answer is B!

*Now you will close this file and open the new file for instructions for lesson 2.
