Microsoft Office 2000

Assignment Extra Credit # 1 – Word – Professional Writing and Editing Tools

Objective:

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

· The Office Assistant

· Online Help

· Spell Check

· Grammar Check

· The Spelling and Grammar Dialog Box

· Thesaurus

· Find and Replace

· Word Count

· Recently Used File

· Hyphenation

Assignment:
Using Microsoft Office 2000 Essentials
_____ Read Lesson 9 and DO all hands-on exercises.  Page 283 - 298

_____ Complete the Concepts Review – page 299

_____ Print and turn in Assessments 9.1 and 9.2 page 304 - 305

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

Name: _________________________
 Date: ____________________

Instructor’s Approval: ________________
MS Office 2000
Instructor: Laura Sharp

