
 
 

Monday, June 16, to Wednesday, July 23, 2008 

 

Date SUBJECT ASSIGNMENT HOMEWORK 

 

WEEK 1 
 

MICROSOFT 

OFFICE 

WORD 2007 

Comprehensive 

Concepts and 

Techniques, by 

Shelly, 

Cashman, 

Vermaat 

 

 
 

 

 
Assignment and 

Homework for 

Chapter 1 due 

Friday, June 20, 

2008 

 

 

Chapter 1  
 

Creating and 

Editing a Word 

Document 

 

 

 

 

Read and 

Do/Complete WD 

5 to WD 62, #2 
 

(send to me at the hotmail email 

address) 

 

 

 

 
(Send me an introductory letter. In your 

letter, talk to me about who you are, why 

youõre taking this course, your goals, 

aspirations, etc.) 

 

 
 

All homework and ALL 

assignments must be sent as a 

WORD attachment to 

kittyb33@hotmail.com  

 

 

 

 

a. Introductory Letter 

b. Horseback Riding Lessons 

Flyer,  p. WD 54, #2,  Fig. 1-77  

 
(send both ñaò and ñbò above to me at the 
hotmail email address) 

 

mailto:kittyb33@hotmail.com
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Monday, June 16, to Wednesday, July 23, 2008 

 

Date SUBJECT ASSIGNMENT HOMEWORK 

WEEK 2 

 

& 

 

WEEK 3 

 

 

 
Assignment 

and Homework 

for Chapter 2  

due Friday, 

July 4, 2008 

Chapter 2  
 

Creating a Research 

Paper 

 

 

 
  

Read and 

Do/Complete 

WD 77 to WD 132 

 
(Send to me at the hotmail 
email address) 

 

 

 

 
Chapter 2 is very long; work 

diligently on it. 
 

a. Wireless Communications 

Paper,  p. WD 111, #1 (ñClick the 

Saveéò), Fig. 2-49  

b. Wireless Communications Paper 

DOCUMENT 

PROPERTIES,  p. WD 131, 

#3, Fig. 2-79 

c. Wireless Communications 

Paper,  p. WD 131, #4, (as 

shown in  Fig. 2-1 on p. WD 75) 

 
(send ñaò ñbò and ñcò above to the hotmail email 

address) 

WEEK 4  

 

 

 

 

Assignment 

and Homework 

for Chapter 3  

due Friday, 

July 11, 2008 

 

Chapter 3 
 

Creating a Cover 

Letter and a 

Resume 

 

 

Read and 

Do/Complete 

WD 150 to WD 

204 
(send to me at the hotmail 

email address) 

 

 

 

 
a. Canaan Letterhead, p. WD 164, 

#4, Fig. 3-26 

b. Canaan Cover Letter, p. WD 

182, #2 (as shown in Fig. 3-1, 

p. WD 147  

c. Canaan Resume, p. WD 202, #2, 

Fig. 3-83 
 

(send ñaò ñbò and ñcò above to the hotmail email 
address) 
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Monday, June 16, to Wednesday, July 23, 2008 

 

Date SUBJECT ASSIGNMENT HOMEWORK 

 

WEEK 5 

 

 

 

& 

 

 

WEEK 6 
  

Assignment 

and Homework 

for Chapter 4  

due 

Wednesday, 

July 23, 2008  

 

Chapter 4 
 

 

Creating a 

Document with a 

Title Page, Table, 

Chart, and a 

Watermark 

 

 

 

 

 

Read and 

Do/Complete 

WD 229 to WD291 
 

(send to me at the hotmail 
email address) 

 

 

 

 

Chapter 4 is very long; work 
diligently on it. 

 
 

a. Charity Auction Title Page, p. 

WD 249, #5, Fig. 4-26, save 

b. Charity Auction Proposal, p. WD 

253, #5, Fig. 4-32, save  

c. Charity Auction Proposal,  p. 

WD 291, #3, (as shown in Fig. 

4-1, p. WD 227  
(send ñaò ñbò and ñcô above to me at the hotmail email 

address) 

 
 

 

 
ALL ASSIGNMENTS MUST BE 

RECEIVED ON OR BEFORE 

JULY 23, 2008 

 

 

 

 

 


