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AGENDA

IN150 - Seminar 5

. Create Documents (4.2.7 Lab)

. Modify Fonts (4.3.4 Lab)

. Format Paragraphs (4.4.6 Lab)

. Edit Documents (4.6.5 Lab)

. Prepare a Business Memo (4.2.10 Lab)

. Prepare a Resume (4.3.7 Lab)

. Format Research Paper Paragraphs (4.4.9 Lab)
. Looking Ahead

ONOOOIdd WD -

Note: Any labs we do in seminar, will still need to be done separately in the
CompTIA environment to receive credit through the automatic grading system.
Our coverage is to help you practice and maximize your performance for the
labs.
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4.2.7 Lab




CREATE DOCUMENTS

Purpose

The purpose of this
lab is to get you
familiar with creating

We will go through the

a new blank document lab here.

once within Word.




CREATE DOCUMENTS

4.2.7 Lab

Where is the File tab?
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Professor Courtney Wickham
English 211
5 November 2014
Greek Views on the Purpose of Suffering

Aeschylus' Agamemnon contains two well-known passages about the benefits of
suffering. The first makes reference to "Zeus, who guided men to think, who laid it
down that wisdom comes alone through suffering” (176-78). The next comes a few
lines later, in more of a pessimistic tone of voice: "Justice so moves that those only
learn who suffer; and the future you shall know when it has come; before then, forget
it. It is grief too soon given” (250-53). While reflecting the somewhat grim view of
reality as seen by the ancient Greeks, these passages at least suggest the possibility
that human suffering might have a higher purpose than simply the will or whim of the
gods. However regrettable suffering might be, it is an inevitable part of life, and it can
serve to educate our minds and refine our character.

We can see some evidence of a perspective that allows for the benefits of
suffering in the Odyssey as well, although the more common notion that suffering is
the consequence of improper actions is more prevalent. The Odyssey describes how
the gods are intimately acquainted with and involved in the lives of mortals. After the
Greeks defeat the Trojans, many of their greatest soldiers either fail to return home or
experience unexpected delays on their journeys. Although Zeus and the other gods
assisted the Greeks in their final victory over the Trojans, we see that the gods are not
entirely pleased with the Greeks. This explains to a large extent why so many of them
have had to suffer. Nestor clarifies to Odysseus's son Jelemachas that Zeus acted
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CREATE DOCUMENTS

4.2.7 Lab

How do you get a new blank document?
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CREATE DOCUMENTS

4.2.7 Lab

How do you close the document?
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CREATE DOCUMENTS

4.2.7 Lab

How do you open a document from the downloads folder?
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CREATE DOCUMENTS

4.2.7 Lab

How do you open a document from the downloads folder?
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CREATE DOCUMENTS

4.2.7 Lab

How do you enable editing on a downloaded document?
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The Academic Support Center of
Mapleton City College
Presents

A Time Management
Seminar

A hands-on seminar to help new and returning students
make the best use of their time and resources this
semester.

Friday, September 6, 2014
8:00 AM.-12:.00 PM

We all have 168 hours each week to spend as we choose.
To properly balance class attendance, work, social activities,
study, and leisure time, successful scholars plan regularly
and then discipline themselves to get things done.
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CREATE DOCUMENTS

4.2.7 Lab

How do you print a document and where do you change the number of copies printed?
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4.3.4 Lab

MODIFY FONTS




MODIFY FONTS

Purpose

The purpose of this
lab 1s to get you
familiar with
modifying fonts
within Word.

We wi1ll go through
the lab here.

/




MODIFY FONTS

Purpose

e Where canyou change the font?
Where can you change the size of the font?
e Where canyou clear all formatting?
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The Academic Support Center of Mapleton City College
Presents
A Time Management Seminar

A hands-on seminar to help new and returning students make the best use of
their time and resources this semester.

Friday, September 6
8:00 AM. - 12:00 P.M.

X2 + 12x = 168. We all have 168 hours each week to spend as we choose. To
properly balance class attendance, work, social activities, study, and leisure time,
successful scholars plan regularly and then discipline themselves to get things
done.

This seminar will equip you with proven time management tools that can help
you organize your time more efficiently. Come prepared with a list of due dates
for tests, projects, papers, and other assignments.

Join your fellow students for this popular seminar and discover what you are
capable of achieving this semester. Cookies and H20 will be served.

Admission is free to current Mapleton City College students.
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MODIFY FONTS

Purpose

Where can you bold text?

Where can you underline text?
Where can you italicize text?
Where can you strike through text?
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The Academic Support Center of Mapleton City College
Presents
A Time Management Seminar

A hands-on seminar to help new and returning students make the best use of
their time and resources this semester.

Friday, September 6
8:00 A.M. - 12:00 P.M.

X2 + 12x = 168. We all have 168 hours each week to spend as we choose. To
properly balance class attendance, work, social activities, study, and leisure time,
successful scholars plan regularly and then discipline themselves to get things
done.

This seminar will equip you with proven time management tools that can help
you organize your time more efficiently. Come prepared with a list of due dates
for tests, projects, papers, and other assignments.

Join your fellow students for this popular seminar and discover what you are
capable of achieving this semester. Cookies and H20 will be served.

Admission is free to current Mapleton City College students.
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MODIFY FONTS

Purpose

Where can you create a subscript (lower)?
Where can you create a superscript (higher)?
Where can you change the color of your text?
Where can you highli ?

fonts1 - Saved to this PC
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The Academic Support Center of Mapleton City College
Presents
A Time Management Seminar

A hands-on seminar to help new and returning students make the best use of
their time and resources this semester.

Friday, September 6
8:00 AM. - 12:00 P.M.

X2 + 12x = 168. We all have 168 hours each week to spend as we choose. To
properly balance class attendance, work, social activities, study, and leisure time,
successful scholars plan regularly and then discipline themselves to get things
done.

This seminar will equip you with proven time management tools that can help
you organize your time more efficiently. Come prepared with a list of due dates
for tests, projects, papers, and other assignments.

Join your fellow students for this popular seminar and discover what you are
capable of achieving this semester. Cookies and H20 will be served.

Admission is free to current Mapleton City College students.
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4.4.6 Lab



FORMAT PARAGRAPHS

Purpose

The purpose
of this lab is
to get you
familiar with
formatting
paragraphs
within Word.

We will go
through the
lab here.




FORMATTING PARAGRAPHS

4.4.6 Lab

How would you center a word?
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Summary

Students were asked to participate in an anonymous survey to help Student Life evaluate the
effectiveness of its services. The survey included questions about the student’s most recent
experience with Student Life. It asked questions about their interaction with staff, staff
response times; and whether the student's issue was resolved. The survey also asked
respondents to give an overall summary of their experience. A total of 325 responses were
received from a total of 1000 surveys mailed to customers.

Items on the survey were worded as positive statements or direct questions, and included
the following topics:

Overall communication response time

The student service representative’s level of knowledge

Professional characteristics of the student service representative

Whether the problem had been resolved

Note: The complete survey questionnaire is included later in this document for reference.

Methodology

The survey forms were developed with input from top managers, executives, and middle
managers. A preliminary draft of the survey was then sent to several of the company's most
active clients, who were asked to respond to the questions and make suggestions for
possible changes, additions, or deletions.

The final survey form asked respondents about their satisfaction level based on their most
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FORMATTING PARAGRAPHS

4.4.6 Lab

How would you add formatting marks?
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Summary

Students were asked to participate in an anonymous survey to help Student Life evaluate the
effectiveness of its services. The survey included questions about the student’s most recent
experience with Student Life. It asked questions about their interaction with staff, staff
response times; and whether the student's issue was resolved. The survey also asked
respondents to give an overall summary of their experience. A total of 325 responses were
received from a total of 1000 surveys mailed to customers.

Items on the survey were worded as positive statements or direct questions, and included
the following topics:

Overall communication response time

The student service representative’s level of knowledge

Professional characteristics of the student service representative

Whether the problem had been resolved

Note: The complete survey questionnaire is included later in this document for reference.

Methodology

The survey forms were developed with input from top managers, executives, and middle
managers. A preliminary draft of the survey was then sent to several of the company's most
active clients, who were asked to respond to the questions and make suggestions for
possible changes, additions, or deletions.

The final survey form asked respondents about their satisfaction level based on their most
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FORMATTING PARAGRAPHS

4.4.6 Lab

How would you adjust the line spacing?
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Summary

Students were asked to participate in an anonymous survey to help Student Life evaluate the
effectiveness of its services. The survey included questions about the student’s most recent
experience with Student Life. It asked questions about their interaction with staff, staff
response times; and whether the student's issue was resolved. The survey also asked
respondents to give an overall summary of their experience. A total of 325 responses were
received from a total of 1000 surveys mailed to customers.

Items on the survey were worded as positive statements or direct questions, and included
the following topics:

Overall communication response time

The student service representative’s level of knowledge

Professional characteristics of the student service representative

Whether the problem had been resolved

Note: The complete survey questionnaire is included later in this document for reference.

Methodology

The survey forms were developed with input from top managers, executives, and middle
managers. A preliminary draft of the survey was then sent to several of the company's most
active clients, who were asked to respond to the questions and make suggestions for
possible changes, additions, or deletions.

The final survey form asked respondents about their satisfaction level based on their most
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FORMATTING PARAGRAPHS

4.4.6 Lab

How would you add bullets?
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Summary

Students were asked to participate in an anonymous survey to help Student Life evaluate the
effectiveness of its services. The survey included questions about the student’s most recent
experience with Student Life. It asked questions about their interaction with staff, staff
response times; and whether the student's issue was resolved. The survey also asked
respondents to give an overall summary of their experience. A total of 325 responses were
received from a total of 1000 surveys mailed to customers.

Items on the survey were worded as positive statements or direct questions, and included
the following topics:

Overall communication response time

The student service representative’s level of knowledge

Professional characteristics of the student service representative

Whether the problem had been resolved

Note: The complete survey questionnaire is included later in this document for reference.

Methodology

The survey forms were developed with input from top managers, executives, and middle
managers. A preliminary draft of the survey was then sent to several of the company's most
active clients, who were asked to respond to the questions and make suggestions for
possible changes, additions, or deletions.

The final survey form asked respondents about their satisfaction level based on their most
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FORMATTING PARAGRAPHS

4.4.6 Lab

Where would you change the bullets?
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Summary
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Students were asked to participate in an anonymous survey to help Student Life evaluate the
effectiveness of its services. The survey included questions about the student’s most recent
experience with Student Life. It asked questions about their interaction with staff, staff
response times; and whether the student's issue was resolved. The survey also asked
respondents to give an overall summary of their experience. A total of 325 responses were
received from a total of 1000 surveys mailed to customers.

Items on the survey were worded as positive statements or direct questions, and included
the following topics:

Overall communication response time

The student service representative’s level of knowledge

Professional characteristics of the student service representative

Whether the problem had been resolved

Note: The complete survey questionnaire is included later in this document for reference.

Methodology

The survey forms were developed with input from top managers, executives, and middle
managers. A preliminary draft of the survey was then sent to several of the company's most
active clients, who were asked to respond to the questions and make suggestions for
possible changes, additions, or deletions.

The final survey form asked respondents about their satisfaction level based on their most
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FORMATTING PARAGRAPHS

4.4.6 Lab

Where would you change the border color of a paragraph?
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Summary

Students were asked to participate in an anonymous survey to help Student Life evaluate the
effectiveness of its services. The survey included questions about the student’s most recent
experience with Student Life. It asked questions about their interaction with staff, staff
response times; and whether the student's issue was resolved. The survey also asked
respondents to give an overall summary of their experience. A total of 325 responses were
received from a total of 1000 surveys mailed to customers.

Items on the survey were worded as positive statements or direct questions, and included
the following topics:

Overall communication response time

The student service representative’s level of knowledge

Professional characteristics of the student service representative

Whether the problem had been resolved

Note: The complete survey questionnaire is included later in this document for reference.

Methodology

The survey forms were developed with input from top managers, executives, and middle

managers. A preliminary draft of the survey was then sent to several of the company's most

active clients, who were asked to respond to the questions and make suggestions for

possible changes, additions, or deletions. f

The final survey form asked respondents about their satisfaction level based on their most
Pace 1of2 346words [T1 R Y2 Accacciniite: Gond tn an ™earne B B R - ——8F—+ 100%




4.6.5 Lab
OOOC

®OOC

- YO OO
2. @Q)U\JJQ = (D@@@(
o ®®®@® 48 @@@@<
e o 7 49 ®@©@




EDIT DOCUMENTS

Purpose

The purpose of this lab is to get you familiar
with editing documents within Word.

We wi1ll go through the lab here.



EDIT DOCUMENTS

4.6.5 Lab

e Where is the find command?
e Whatis the keyboard command for finding an item in a document?
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Summary

Students were asked to participate in an anonymous survey to help Student Life evaluate the
effectiveness of its services. The survey included questions about the student’s most recent
experience with Student Life. It asked questions about their interaction with staff, staff
response times; and whether the student's issue was resolved. The survey also asked
respondents to give an overall summary of their experience. A total of 325 responses were
received from a total of 1000 surveys mailed to customers.

Items on the survey were worded as positive statements or direct questions, and included
the following topics:

Overall communication response time

The student service representative’s level of knowledge

Professional characteristics of the student service representative

Whether the problem had been resolved

Note: The complete survey questionnaire is included later in this document for reference.

Methodology

The survey forms were developed with input from top managers, executives, and middle
managers. A preliminary draft of the survey was then sent to several of the company's most
active clients, who were asked to respond to the questions and make suggestions for
possible changes, additions, or deletions.

The final survey form asked respondents about their satisfaction level based on their most
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EDIT DOCUMENTS

4.6.5 Lab

How would you use the find and replace tool?
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February 10, 2020

Mr. George Anderson

Vice President of Development
Mapleton Cares

200 S. Main St.

Mapleton, MA 01345

Dear Mr. Anderson:

Thank vou for the chance to discuss vour opening for an Office Assistant. It was a
pleasure meeting vou and Ms. Always on Tuesday, and learning more about the
position and Mapleton Cares. I am impressed with the company’s current growth and
with the worthwhile projects you have started this vear.

1 am enthusiastic about the possibility of working for vou at Mapletown Cares. The
position sounds like a perfect match for my skills and experience. Please contact me
at 413-834-2389 if you have anv questions. My personel web site is
www.timmysmith.com. I look forward to hearing from vou soon.
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EDIT DOCUMENTS

4.6.5 Lab

How do you get to this screen to turn off spelling as you type?

References
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EDIT DOCUMENTS

4.6.5 Lab

How can you check for spelling and grammar errors?

word_thankYou - Saved to this PC
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Timothy Smith
446 N. Maple St.
Mapleton, MA 01345

February 10, 2020

Mr. George Anderson

Vice President of Development
Mapleton Cares

200 S. Main St.

Mapleton, MA 01345

Dear Mr. Anderson:

Thank vou for the chance to discuss vour opening for an Office Assistant. It was a
pleasure meeting vou and Ms. Always on Tuesday, and learning more about the
position and Mapleton Cares. I am impressed with the company’s current growth and
with the worthwhile projects you have started this vear.

I am enthusiastic about the possibility of working for vou at Mapletown Cares. The
position sounds like a perfect match for my skills and experience. Please contact me
at 413-834-2389 if you have any questions. My personel web site is
www.timmysmith.com. I look forward to hearing from you soon.
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EDIT DOCUMENTS

4.6.5 Lab

How can you use the thesaurus for the word ‘chance’?
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EDIT DOCUMENTS

4.6.5 Lab

Where could you go for the word count.
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PREPARE A
BUSINESS
MEMO




PREPARE R BUSINESS MEMO

Purpose

The purpose of this
lab 1s to get you
familiar with

editing documents
within Word.

We wi1ll go through
the lab here.

/




PREPARE R BUSINESS MEMO

4.2.10 Lab

e Where canyou change the FROM name?

e How do you move the first paragraph to be after the second paragraph via copy/paste and

keeping formatting?

AutoSave

File Home Insert Design

Layout

ERENES 2o O W

=] oraft
Read | Pnt | Web
Mode Layout
Views
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Reader
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References Mailings
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word_clipboard - Saved to this PC
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0| Bspit OO Windows -
Zoom Window Macros | SharePoint
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INTEROFFICE MEMORANDUM

TO: JENNIFER JOHNSON, VICE PRESIDENT

FROM: TIMMY SMITH

SUBJECT: BAT INFESTATION PROBLEM
DATE: OCTOBER 21, 2015

CC: AMANDA GREEN, ADMINISTRATIVE ASSISTANT

On Wednesday, our intern Sam Quackenbush left his cubicle for a
mid-afternoon break. On his way to the bathroom, he was scared down the
hallway by two aggressive looking bats. The creatures then quickly
disappeared into a crack in the ceiling. [ later found Sammy in the bathroom
huddled in a corner. He was talking quietly to his mother on his cell phone,
expressing serious doubts about whether he could ever make it in the world
of business.

When I arrived at work Tuesday morning I sat down to begin a focused and
productive day at the office. Without any warning a bac that had been hiding
} - .

ra . I PR 1 - 1

m = = n +




PREPARE R BUSINESS MEMO

4.2.10 Lab

e Where on the right click menu where you can paste with formatting?
e Where canyou click to paste without formatting?

AutoSave word_clipboard - Saved to this PC
File Home Insert Design Layout References Mailings Review View Help 1 Share
7l [E) Outine | ' VI Ruler ()\ F\ B | Onewwndow 00 I | (| [
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Mode [Layout! Layout Reader to Side Navigation Pane 0| B spiit ) Windows
Views Immersive Page Movement Show Zoom Window Macros | SharePoint .
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for the environment. They are also protected by federal and state laws.
However, the city of Mapleton provides at least two humane and legal animal
control options: the city police department and a local business that
specializes in the removal of bats. I strongly recommend that we explore both
options without delay. My sanity and work productivity—and the
productivity of our entire office staff—depends on it.

Animal Control Conta Ju kA B r=
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4.3.7 Lab

PREPARE A
RESUME




PREPARE A RESUME

Purpose

The purpose of this
lab is to get you
familiar with editing

We will go through

documents within the lab here.

Word.




PREPARE A RESUME

4.3.7 Lab

How do you change the name to Arial size 267

AutoSave

resume2 ved to this PC

File Home Insert Design Layout References Mailings Review View Help
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Timothy Smith
446 N. Maple St., Mapleton, MA 01345 | 413-834-2389 | tmsmith@mapleton.edu
Objective
Obtain an entry level accounting position with a reputable firm
Education
B.S. | MAY 2014 | MAPLETON CITY COLLEGE
*  Major: Accounting
* Minor: Economics
* Related coursework: Spanish, Computer Science, Microsoft Excel
A.S. | MAY 2011 | MAPLE VALLEY COMMUNITY COLLEGE
* Major: Business
*  Minor: NA
* Related coursework: Microsoft Office 2013
Skills & Abilities
SALES
* Spent two summers selling antivirus software in New England, 2010-2011.
*  Worked for two years as a sales manager of a retail store in Mapleton, Massachusetts,
Pagelof? 212words [T 2 i Good to oo ™ Focus
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PREPARE A RESUME

4.3.7 Lab

How do you change the sections (e.g., Objective, Education, Skills & Abilities) to Arial, size 12, bold?

resume2 - d to this PC

File Home Insert Design Layout References Mailings Review View Help 2 Share
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Timothy Smith
446 N. Maple St., Mapleton, MA 01345 | 413-834-2389 | tmsmith@mapleton.edu
Objective

Obtain an entry level accounting position with a reputable firm

Education
B.S. | MAY 2014 | MAPLETON CITY COLLEGE
*  Major: Accounting

*  Minor: Economics

* Related coursework: Spanish, Computer Science, Microsoft Excel
A.S. | MAY 2011 | MAPLE VALLEY COMMUNITY COLLEGE
*  Major: Business

*  Minor: NA

*  Related coursework: Microsoft Office 2013

Skills & Abilities

SALES
* Spent two summers selling antivirus software in New England, 2010-2011.

*  Worked for two vears as a sales manager of a retail store in Mapleton, Massachusetts,
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PREPARE A RESUME

4.3.7 Lab

How do you change the subsections (Bookkeeper, etc.) to Times New Roman, size 12, bold style,
uppercase font?

resume2 - Saved to this PC
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Timothy Smith
446 N. Maple St., Mapleton, MA 01345 | 413-834-2389 | tmsmith@mapleton.edu
Objective

Obtain an entry level accounting position with a reputable firm

Education
B.S. | MAY 2014 | MAPLETON CITY COLLEGE
*  Major: Accounting

*  Minor: Economics

* Related coursework: Spanish, Computer Science, Microsoft Excel
A.S. | MAY 2011 | MAPLE VALLEY COMMUNITY COLLEGE
*  Major: Business

*  Minor: NA

*  Related coursework: Microsoft Office 2013

Skills & Abilities

SALES
* Spent two summers selling antivirus software in New England, 2010-2011.

*  Worked for two vears as a sales manager of a retail store in Mapleton, Massachusetts,
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FORMAT RESEARCH PAPER PARAGRAPHS

Purpose

The purpose of this lab is to get you familiar
with editing documents within Word.

We wi1ll go through the lab here.



FORMAT RESEARCH PAPER PARAGRAPHS

4.4.9 Lab

We will watch the following video: hips/www linkedin.com/learning-

login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fword-2019-essential-training%2Fadjust-line-
spacing%3Ftrk%3Dshare_video_url%26shareld%3D5jGLZLe6Rmafk%252Feg16MFxQ%253D%253D

Tech Connect0402 x - Word
Layout  References  Mailings  Review  View  Heip
Title Title TTLE Tie Title Title Titke I A “af Paragraph Spacing - ) 55 N ™
S g el : e S v = Style Set Y
et = Colors Fonts Page Page
- 0 —_— = = - - (‘\.‘ Defauit Color ~ Borders
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Document Formatting ~ ckground ~
Built-In

!
[g\ No Paragraph Space

Tech Connect

Ope Line Spacing: 1

CONNECTING YOU TO THE LATEST TECHNOLOGY AND INSIDER INSIGHTS. 1 Relaxed

RED30 TECH MELDS TECHNOLOGY WITH HEART TO MAKE A BETTER WORLD

Double
Visitors at our Red30 Tech campus during our annual Give-a-Thon in Denver, Colorado would liken the hubbubofa
frenzied day on Wall Street. The excitement is infectious, and the goal is similar: to make lots of money. Though, in Custom Paragraph Spacing...
Tech, it's nonprofits throughout the world who reap the benefits.

Just three short years ago, we quietly initiated our Give-a-Thon program, which takes place over several days each year, to inspire
community, activism, and philanthropy on a large scale. In its short lifetime, the program has built to a deafening roar and has raised
$1.5 million. And that's just a small component of the Red30 overarching employee-giving program, Red30Cares, which has generated
over $350 million for charities since its evolution in 2010.

During the Give-a-Thon, our employees, under the guidance of Red30Cares, work in concerted effort to improve the lives of others
through a dozen charities. The charities are selected based on our company mission to “bring technology to the world,” and all have
strong technology purposes. We host these nonprofits on campus for three days of presentations, discussions, ideas, collaboration,
and fundraising.

This year, our keynote speaker was Technology for Teens (TFT) Executive Director, Anika Patel, who delighted the crowd with her
inenirinadcion ahaut ucing tachonalome for annd  Anila wne conerad into actinn ta ceasto TET unan losrning that manu canahla aod
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For next seminar




LOOKING AHEAD

Seminar 5

D We will review Microsoft Excel! Feel free to watch this video to
———  get ahead:

@ https://www.linkedin.com/learning/paths/getting-started-with-
microsoft-excel?u=2045532

©


https://www.linkedin.com/learning/paths/getting-started-with-microsoft-excel?u=2045532
https://www.linkedin.com/learning/paths/getting-started-with-microsoft-excel?u=2045532

THANK YOU

\

Questions? Please contact me: betsy.mccall@purdueglobal.edu
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