	Exercise Number
	Day and Date
	Exercise- Topics
	Required

Exercise
	Extra Credit
Exercise

	1
	Wed 09/03 and Thurs 09/04
	Handout Exercise- Microsoft Word Environment and Elements- Font Size/Style, Bullets, Text Alignment, Line Spacing, Hyperlink, Watermark 
	Handout- Finish sections 1-8 of Handout
	Do 1-8 for File 10PRESS from Datafiles

	2
	Tuesday 09/09
	Exercise 1- Nonprinting/Printing Character, Paragraph Mark


	01TRAINER_xx

on page 39
	OWDO1_xx
on page 40

	3
	Wednesday 09/10
	Exercise 2- 1) Default Options in Quick Print 2) Using Insertion Point, Nonprinting/Printing Character and how to Display them 3) Paragraph Mark 4) Print Preview of a Document 


	02PRESS_xx 

on page 45
	OWDO2_xx 

on page 46.



	4
	Thursday 09/11
	Exercise 3- Spelling and Grammar Check, Red, Blue, Green Wavy Underline, Thesaurus
	03MISSION_xx

on page 51
	OWDO3_xx
on page 52

	5
	Mon,Tues,Wed 

09/15, 09/16, 09/17
	Exercise 4-Autocorrect, Paragraph Spacing, Line Spacing, Horizontal/Vertical Alignment
	04PAYROLL_xx

on page 59
	OWDO4_xx
on page 60


