Microsoft Office 2000

Assignment #2 – Word Basics

Objective:

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

· Access the Word Program on your computer

· Create various styles of business letters

· Select and edit text

· Use editing tools including Undo and Redo

· Delete, replace and move text

· Name and Save a document

· Recognize the Formatting Toolbar, Ruler and Status Bar

Assignment:
Using Microsoft Office 2000 Essentials
_____ Read Lesson 7, Creating and Editing Business Letters – pages 216-242

_____ Complete the Concepts Review – page 243

_____ Do Skill Builders 7.1 page 244-245

_____ Choose one of the Apply Your Skills. There are 3 levels of Difficulty. 

Turn in the one you complete.

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