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Word Case 1: Workshop Descriptions
Elder@Tech: Workshop Descriptions Document
Skills  
Close a document and exit Word
Correct spelling errors
Delete text
Format text using the Mini toolbar
Insert text
Navigate a document
Save changes to the current document
Select text
CASE SCENARIO
Elder@Tech is a program run by a senior center in Phoenix, Arizona, and is dedicated to teaching senior citizens how to use technology to support their health and well-being. As director of the program, you are preparing a document describing your fall workshops. You need to use Microsoft Word to complete the description of Elder@Tech’s workshops and classes. As you do, you’ll use Word’s navigation and text-editing tools to edit and complete the document.
STUDENT DATA FILE
Word01_FirstLastName_1 (Note: Download your personalized start file from cgoffice2007.course.com)
Instructions
Open the file Word01_FirstLastName_1 and rename the file as Word01_FirstLastName_2. Verify that your name appears in the footer of the document. (Note: Do not edit the footer. If your name does not appear in the footer, please download a new copy of the start file from the Casegrader web site.) 
On the blank line immediately below the Elder@Tech title, enter the following text: “Making technology accessible to all ages” 
Position the insertion point in the blank row at the end of the "Workshop" column in the table. Then type the following text: “Everyday E-mail”
Complete the row by entering the data shown in Figure WD01-01.
FIGURE WD01-01      
	Column Name
	Data

	Session
	1

	Date
	Sept. 15, 2010

	Time
	10:10-11:00 am


In the first line in the "Personal History Blogs" paragraph, in the "…every Tuesday and Thursday afternoon…" text, delete the following words: Tuesday and
The last sentence in the "Microsoft Office Word 2007" paragraph needs to be completed. To complete this sentence, you need to find text describing Microsoft Word 2007 in Word Help. Search for the topic "What’s new" in Help. In the search results, select and read the topic "What’s new in Microsoft Office Word 2007." In the “Create professional-looking documents” section, find the sentence that begins the same as the text in your document. Type the missing text to complete the sentence.
In the "Creating Web Pages" paragraph, delete the sentence "This class is for experienced Internet users."
Insert a blank line below the "Elder@Tech is also opening the computer lab..." paragraph. Enter the following text on this new line: "Call (602) 555-1341 for class times." 
Format the new text as follows: 
  - Font Formatting (Bold): Yes
  - Font Size: 12 pt.
  - Font Name: Calibri
  - Font Formatting (Underline): No
  - Font Formatting (Italic): No
Correct the misspelled word in the last full sentence of the letter.

