CIS 50
Hohly
Assignment #1

1.
We will go through the ten Step-by-Step exercises on pages three through 20 in the Microsoft Office 2003 Basics book as a class.
2.
Perform the steps in Project 1-1 on page 23. Add a header with your name to the Fair Work Schedule and the Schedule Memo.  Print the Fair Work Schedule and the Schedule Memo before closing them.
3.
Perform the steps in Project 1-2 on pages 23 and 24. Print the two help topics as instructed in the exercise.
4.
Read Chapter One in the Practical PC book.  Use Microsoft Word to type out the questions, including the missing answers, for QuickCheck A on page 13.
5.
In the same document, type out the five answers for the numbered boxes in QuickCheck B on page 13.

6.
Put a header with your name in it in the document, and print a copy of the document.

7.
Hand in the five printouts to your instructor.
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