CBOT 478 LA—Integrating Microsoft Office

Name ________________________________
Fall 2007; Tues, 6:30 – 9:35 pm 



Instructor: Carolyn Jung, Office:  (650) 306-3213 

CRN 90818





Office:  Bldg 13, Room 203; jung@smccd.edu
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	Aug. 28, 2007—Tues. 

Introductions.  Fill out the paper-work; go over the classroom rules & procedures; use of Materials Fee cards; required Lab hours, etc.

Go over pages I – vii.
Handouts:  Keyboard Shortcuts; How to Create a Footer
Introduction—Understanding Integration, pgs 1 – 18.  Exercises 1 – 4.

Lesson 1—Survival Skill Integration, pgs 19 – 31 only.  Exercises 5 – 6 only.
Homework
Do:  OYO Ex 2, pg 11 on Linking at the bottom of the page.  Paste the Excel table a couple of blank lines after Gina’s name.  Ignore step 6—there is no table in the letter to delete.   Print the Word letter.  Insert a footer (see footer handout).  
Do:  OYO Ex 3, pg 14 on embedding.  In step 7 format the embedded data in range A1:C11 using 3D Effects1.  Print the Excel worksheet & the Word document.  Total of 2 printouts.  Remember to insert a footer in the Word document.
Do:  OYO Ex 4, pg 18 on hyperlinks.  ON steps 5 & 9, it does not say WHERE to create the hyperlinks, so use your own judgment.  No printouts here to turn in.  
Do:  OYO Ex 6, pg 31, print the letter.  Insert a footer

	Sept. 4—Tues. 

Finish Lesson 1—Survival Skill Integration, pgs 32 –64.  Exercises 8 – 14.
Homework 
Do:  OYO Ex. 8, pg 41.  Print the Word document.
Do:  OYO Ex. 9, pg 44.  Print the handouts.
Do:  OYO Ex 10, page 48.  Print only the first form.  
Do:  OYO Ex 12, page 57.  No printouts.

	Sept. 11—Tues. 

Lesson 2—Productivity Integra-tion, pgs 67 – 102 only.  Exercises 17 – 23.
Instructor Reminder:  Bring Card reader and Digital camera.
Homework 
Do:  OYO Ex 21, pg 92
Do:   OYO Ex 22, pg 96
Do:  OYO Ex 23, pg 102
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	Sept. 18, 2007—Tues.

Finish Lesson 2—Productivity Integration, pgs 103 - 111.  Exercises 24 – 25.
Start Lesson 3—Power Integration, pgs 117 – 148 only. 
Exercises 27 – 30
.
Homework
Do:  OYO Ex 24, pg 106
Do:  OYO Ex 25, pg 111
Do:  OYO Ex 27, pg 121
Do:  OYO Ex 28, pg 126

	Sept. 25—Tues.  

Finish Lesson 3—Power Integration, pgs 149 – 176 only. 
Exercises 31 - 32, 34 - 35.

Homework
Do:  OYO Ex 32, pg 153.  Do not print handouts.
Do:  OYO Ex 34, pg 166.  Print the letter and print just the first two envelopes.
Do:  OYO Ex 35, pg 174
	Oct. 2—Tues.

Lesson 4—Web Page Integration, pgs 189 -230.  Exercises 38 – 45. 
Homework
Do:  OYO Ex  38, pg 195

We will be doing the “Exercise Directions” in Exercise 38 – 45 in class.

	Oct. 9, 2007--Tues.*
Lesson 6—Putting it all Together, pgs 315 – 327, Parts I and II only.
Lesson 6 is your final exam project, which you will start working on tonight.  You will turn in the printouts next Tuesday.
Homework

Do:  Finish Lesson 6, Parts I and II above.

	Oct. 16,—Tues.
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Integration Projects
Turn in your Lab sheet.
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