Microsoft Office 2000

Assignment #1 – Office Basics

Objective:

Upon completion of this unit, you should be able to demonstrate how to:

· Basic Computer Concepts

· Microsoft Office 2000 Concepts

· The Microsoft Office Shortcut Bar

· Starting Microsoft Office 2000 Programs

· Office Windows

· Menus, Toolbars and Commands

· Selecting Menu Items

· Dialog Box Options

· Using the Mouse/Keyboard

· Saving and Editing Files

· Printing Files

Assignment:
Using Microsoft Office 2000 Essentials
_____ Read Lesson 1, Computer Concepts – pages 4-36

_____ Complete the Concepts Review – page 37

_____ Read Lesson 2, Working with Computers – pages 40-68

_____ Do all Hands-On Exercises except 2.15, 2.16 and 2.17

_____ Complete the Concepts Review – page 69

_____ Do Assessments 2.1 and 2.2 and Turn in 2.2

_____ Review and Understand the following Vocabulary Words:

	Click
	Right Click
	Double Click
	Drag

	Taskbar
	ShortCut Bar
	Title Bar
	Menu Bar

	Status Bar
	Scroll Bars
	Dialog Box
	Drop-Down List

	Toolbars
	Check Boxes
	Function Keys
	ShortCut Menus

	Command & Option Buttons
	Application Window
	Document Window
	Max/Min Buttons


When you are finished, turn in this cover sheet to your instructor and proceed to the next assignment sheet.
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 Date: ____________________

Instructor’s Approval: ________________
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