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PURPOSE
This eight-hour course will cover creating, editing, formatting, and printing documents. All participants are expected to complete a number of short word processing assignments emphasizing the editing and formatting elements of Microsoft Word. Further, the course will include saving and retrieving files from floppy, ZIP and hard disk systems.

ASSIGNMENTS

A.
Creating a document

B.
Editing a document

C.
Formatting a document

D.
Printing a document

E.
Saving a document

F.
Retrieving a document

G.
Selected exercises


GRADING

Must complete all assigned exercises to receive credit.

Credit/No Credit Only

ATTENDANCE

All hourly sessions are mandatory.


No Credit if you miss any hour.

Refer to the college catalog for additional guidelines.
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