Microsoft Word 2003

Columns, Tables and Graphics

Lesson 5 - Newsletter * File Exercise 5.1-5.16
· Begin by reading pg. 145

· Check out what you will learn

· Read the key terms on pg. 146

· Flip-a-roo to pg. 147 and yes, read some more (Using Columns, Creating Tables, and Using Graphics)

· The Step-by-Step begins on pg. 148

· Ends on pg. 165

· Print and be sure to type and replace your name where Joyce Adams appears in the chart…so you know it’s yours when you print it!
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Create and modify a Chart

Lesson (5.17-5.19) - Sales file

· Starts on pg. 166

· Ends on pg. 168

· Save and show (when I ask for it)!

· Next, read over the Quick References on pg. 170

· Complete the Concept Review on pg. 171 #s 1-5, 7-10

· Label your paper appropriately and turn into the basket for 10 points!
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Lesson 5 (Practice It Activity) - Hillside file

 ? Points

· Starts on pg. 172

· Again, just keep resaving as “Hillside”


· SKIP PG. 175 – WE WILL COME BACK TO IT.  NOT SURE WHY THEY PUT THIS PAGE HERE!


· Continue on to pg. 176 with the Hillside file


· Ends on pg. 176

· Print!  Turn in!


Now, go back to pg. 175 and complete this mini-exercise for 5 points!

(w4rev) file
You will save and show this one!
STOP and READ

Before moving on to Lesson 6/and the project below, you will complete the Unit 1, Lesson 5 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.


Now, it’s time to get creative!

MISSION!
Create a…

 newsletter or table or brochure 
designed expertly by you, using the skills you have learned so far in this class!
*You have the option of using a template in Word (Office Online) or in Publisher. If you create a table, use Microsoft Word – no template.
Theme:

You are announcing Portage Summer Activities!

Keep reading below…
Research what people can do in P*town during the summer!
1. I just moved here and do not know the area well.

2. I get bored easily and want fun activities to do!

3. I have guests come to visit and don’t always know where to take them!
HELP!

What can I do?

(Research the Net, or provide your own recommendations based on experience)
· Go to Putters?

· Walk on the Kal-Haven trail?

· Catch a movie at Celebration Cinemas?

· Go to the Air Zoo?

Where do I find these activities?

(Utilize Map Quest, look up the complete address/phone number on the company’s website, and provide the URL)

· Location
· Directions
· Contact information
How much do these activities cost?

· Provide pricing data – and….keep reading below!
· Display your information in an organized way in a Newsletter, Table or Brochure
· Include graphics and/or pictures of the actual activities/locations

· No spelling errors

· Keep it short, sweet and to-the-point * ORGANIZED and simple to follow.

· Grading…see below


Rubric

50 possible points

	Category
	Notes
	Points

	What – actual activity, description of event or activity


	
	/5

	Where – location, complete address and phone number and/or website address and/or directions and/or map 


	
	/5

	Cost – entrance fees, ticket prices, package deals, etc.


	
	/5

	Document Features


	   /5            No more than 4 clip art/pics.

   /5                 Easy-to-read

   /5             Spelling/Grammar

   /5                   Page Layout

   /5     Use of Space (all panels)

   /5              Use of Headings/Titles

   /5                   Color Choice


	/35



	Additional Information


	
	/5 e.c.


Print and turn into the basket!
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