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Unit D: Creating a Document
[bookmark: _Toc354783316]Concepts Review

	Screen Labeling
	Matching Items
	Multiple Choice

	1. Paste button
	11. a
	16. c

	2. Copy button
	12. b
	17. a

	3. Clipboard task pane
	13. d
	18. a

	4. Bold button on Mini toolbar
	14. c
	19. b

	5. Italic button
	15. e
	20. a

	6. Font Size list arrow
	
	

	7. Bullets button 
	
	

	8. Paragraph mark
	
	

	9. Mini toolbar
	
	

	10. Show/Hide ¶ button
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Skills Review
The filename for the completed document in this exercise is D-Rosie’s Home-Cooked Meals.docx. The completed solution file is shown here.  (Note:  the margins are cut off below; the margins should be set to default settings of 1” at top/bottom/left/right.)

Filename: D-Rosie’s Home-Cooked Meals.docx
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Independent Challenges 

Because students may tackle the independent challenges in different ways, it is important to stress that for some Independent Challenges there is not just one correct solution. 
[bookmark: _Toc354783318]Independent Challenge 1 
Students modify an existing memo . Students use the information to edit the body of the memo themselves.  They need to select the entire document first and apply the No Spacing style, so that the paragraphs are single spaced. They also make edits to the text in the document, add additional text, format some of the text in bold and italic, and format paragraphs as a bulleted list. They also use the Replace command to change the hotel name, and review/fix spelling and grammar errors. (Note:  in the solution show below, the margins are cut off at the top and bottom; the margins should be set to default settings of 1” at top/bottom/left/right.)

Estimated completion time: 20 minutes

Filename: D-Sales Meeting Memo.docx 
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Independent Challenge 2 
In this exercise, students modify an existing document to create a customer survey. Students will use editing skills learned in the lesson material to create and modify the survey. The name of the bakery shown at the top of the survey and in Questions1-4 will reflect each student’s first name, but otherwise the solutions should be consistent and look like the document pictured below. 

Estimated completion time: 20 minutes

Filename: D-Bakery Survey.docx
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[bookmark: _Toc354783320]Independent Challenge 3 

In this Independent Challenge, students modify an existing document to create a job description. Students will need to add new text, delete existing text, replace text with other text, and use the Mini toolbar to format text Student solutions should match the solution below exactly. 

Estimated completion time: 20 minutes

Filename: D- Job Description.docx
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 Independent Challenge 4: Explore
In this independent challenge, students explore new skills related to the lesson material, including creating a document from a template and using the translation tool to translate the document into French.  They also have to write their own steps explaining how to copy text in Word—which helps reinforce their understanding of this important skill.  Because the students will be writing their own steps, each student solution will be a little different.  One possible solution is shown below.  Note that the formatting of student solutions should match the graphic below. 
Filename:  D-Copying Text Instructions.docx

Estimated completion time: 20 minutes
[image: ]
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Visual Workshop

In this exercise, students create the file D-House Rental Ad.docx shown below.  To create this document, students need to start from scratch, using a blank new document. Make sure they enter the text as shown.  Note that they should also type their name below the last line of the document. All solutions should match the one shown below.  

Filename:  D-House Rental Ad.docx

Estimated completion time: 20 minutes
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Your First Name’s Baked Goods Customer Survey
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Fitness Programs Director Job Description

Required Duties and Responsibilties

Responsiole for dircting fitness and wellness programs at a new privately owned fitness facily. Key
responsibiities include creating fitness programs and hiing fitness instructors for them. Responsible for
coordinating al programs, overseeing and trining staf, and ensuring excellence inservice for allcub
members.Requires overseeing and managing th ftness budget.

Required skills

‘Applicants must have a passion for physicalftness and a proven fitness traiing track record. Excellent
interpersonal and communication skils are required. Applicants must also be able to train and manage:
staf, assess et ftness needs, produce a quarterly nevisletter and help promote the facity through
community outreach activites. Candidates must be dependable, harchvorking, and able towork wellina
team.

Work Environment
Positue work environment with many perks and benefits
Reporting Structure

This positon reports o the General Manager

Education and Work Experience

Bachelor's degree required, preferably in physical education or a related field. Ideal applicant will have
2 minimum of three years fitness training and management experience, as willas experience.
developing fitness and wellness programs
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\Your Name

How to Copy Text in Word

Here’s how to copy text in Word using the Clipboard:

Select the text you want to copy

Ciick the Copy button in the Clipboard group
Click the location vhere you viant to copy the test
Click the Paste button in the Clipboard group

Votre nom

Comment faire pour copier le texte dans Word

Voici comment fare pour copir e texte dans Word en utilsant e presse-papiers :
+ Sétectionnez e texte que vous souhaitez copler

« Cliauez sur e bouton Copier dans e groupe Presse-papiers

* Cliques sur templacement ofs vous souitez copier e test

 Cliquez sur e bouton Coller dans le groupe Presse-papiers
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Beach House for Rent

Description:

COZY COTTAGE WITH BEACH ACCESS! Perfect getaway for couples or
small families. Rustic home stocked with all you need for a fun and
relaxing beach vacation.

o Charming house overlooking sandy beach
o Fireplace

o Great views of the water

« 2bedrooms

o 1full bath

« Patio with grill

* Washer/dryer

« Outdoor shower

o Utilities included

Rent: $850 per week (Saturday to Saturday)

Many weeks are still available! To book your week, call Jose at 555-437-
3299

Your Name
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Rosie’s Home-Cooked Meals

44 Washington street
Glen City, OH 44562
Phone: (773)555-6423 Fax: (T73)555-9752

‘About Rosie’s Home-Cooked Meals
Rosie’s Home-Cooked Meals was started with one goalin minct t0 provide nutritious home-cooked
meas to the working familes o Glen .

About Rosie
Rosie Masters knows all about cooking for familes; she rased seven cildren on her nutritious home.
cooking, and threw 3 1t of parties s they were growing up. Sh realized she had a natural alent for
cooking, and decided to start her own business, making meals for working families who don't have time.
0 cook Rosie also contributes vieekly recipes to The Glen City Journal.

‘About Our Kitchen
We operate in a faclty with  kitchen space of 3250 sauare feet. Our team includes Rosie (of ourse)
Plus our ful-ime, year-round staff. During the busy times we hire parttime help. We own 3l cooking
appliances and equipment as wel as two vans.

Our Menus
We offer a wide variety of main dishes, side lishes,salads, and desserts guaranteed to satisty any.
appetite. We purchase all our vegetables locally to ensure thei quality and to support our local farmers.
Here are just afew of our best-selling meals, available Monday through Friday:

+ Slow-Cooked Beef Stew with Roasted Potatoes.
+ Roasted Chicken with Sweet Potatoes and Broccolly

+ Cider-Rubbed Grilled Pork Chops with Gariic Mashed Potatoes
+ Rosie’s Famous Chicken Pot Pie

+ Cnicken Parmesan with Pasta and Broccolly

+ Sliced Turkey Breast with Stuffing and Gravy

+ Chicken Teriyakiwith Fried Aice

Our Hours
We are open Monday througn Frday from 3:00 to 7:30. Drop by our Kicchen and pick up 2 steaming hot
meal tonignt! Or go straight nome and calus: we deliver! $t0p by or cal tonight!

Your Name
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Memo

November 1, 2016

To: Blooms Garden Supply Saes Team
From: Your Name.

Re: Winter Sales Mesting

Our Winter Sales Mesting s almost here! Planning is underway now, and | wanted 1o take the.
opportunity o share some of the details with al of you.

Dates and Accommodations
‘The mesting will ake place on January 5-7, 2017 at the Pnk Diamond Resort and Conerence Center in
Oriando, Florda. You should pian on arriving in Orlando by 2:00 PN on January 5. Please book your
fignt home any time after 5:00 on January 7.

‘About the Hotel and Conference Center
The Pink Diamond Resort and Conference Center offers sate of the art conference faciities as well as
excellent recreational ameniies incuding tennis courts and a golf course. In our free time we can take
advantage ofallthat Orlando has to offer.

Meeting Information
‘e mesting will open with a dinner and welcome recepion on January 5. On January 6 and 7 the.
meetings wil run from 8:00 to 500 with an hour break for unch. Thirty- minute breaks wil occur

between 10:00-10:30 and 3:00-3:30. All areas o the conference center are equipped with wireless
Internet access.

Planned Actvities
I additon t0 the meeting, we have planned the fllowing special activiies:
+ January 5: Welcome reception and dinner with remarks from CEO Joyce Yee.
* January 6 Awards cinner
+January 7: Optional golf tournament starts at 6:00 AM)

Trip Planning

Please plan your ravel no later than November 1. Buses will be wialting for you at the airport to take.
You tothe hotel on January 5; any taxifares submitted on expense reports il not be reimbursed. | look
forviard to seeing you therel




