COT 104—Fall 2004
AVANCED DOCUMENT FORMATTING 

Seminar Schedule—Sessions 1 thru 5
	Date
	Week
	Seminar Topic and Exercises
	Documents

On CD
	Assignments Due This Session

	8/26
	1
	MODULE 10—DOCUMENT REVIEW
Lesson 61—Block Letter Format Review

Applications d1, d2, d3
Lesson 62—Modified Block Format Review

Applications d1, d2, d3, d4
Lesson 63—Two-Page Letters


Application d1
Lesson 64—Memo and E-mail Review


Applications d1, d2, d3, d4, d5, d6, d7
Due Session 2—Lessons 61-64
	
	Questionnaire
& Timing

	9/2
	2
	Lesson 65—Report Review


Applications d1, d2, d3, d4
Lesson 66—Newsletter Review


Applications d1

MODULE 11—MAIL MERGE
Lesson 67—Merge


Applications d1

Lesson 68—Edit the Data Source


Applications d1, d2

Lesson 69—Envelopes & Labels


Applications d1, d2, d3, d4
Lessons 70 & 71  Omit
To be graded—p. 279-280 Performance Assessment Documents 1, 2, & 3
Due Session 3—Lessons 65, 66, 67, 68, 69

and Assessment Documents

	
	Lessons 61-64

	9/9
	3
	MODULE 12—ENHANCE DOCUMENT FORMATTING
Lessons 72 & 73—Document Design

Applications d1, d2

Lesson 74—Enrich Newsletters with Excel 

        Charts


Applications d1
Lesson 75—Work with Graphics


Applications d1, d2, d3
Lesson 76—Assessment


Applications d1, d2 (only page 1 & 2)
Due Session 4—Lessons 72, 73, 74, 75

	
	Lessons 65, 66, 67, 68, 69 and Performance Assessment on p. 279-280

	9/16
	4
	MODULE 13—TABLES

Lesson 77—Table Review and Draw Table

Applications d1, d2, d3, d4, d5, d6, d7
Lesson 78—Merge and Split Cells; Sort Data


Applications d1, d2, d3, d4, d5, d6
Lesson 79—Calculations in Tables

Applications d1, d2, d3, d4
Due Session 5— Lessons 77, 78, 79

	
	Lessons 72 & 73, 74, 75, 76


	9/23
	5
	Lesson 80—Excel Worksheets as Word Tables


Applications d1, d2, d3, d4
Lesson 81—Assessment


Applications (begin in class) d1, d2, d3,

 d4, d5, d6, d7, d8, d9, d10 
Internet Activities p. 334

To be graded—Performance Assessment p. 329


   Document

Test-- (You may use one page of notes.)
Extra credit--Skill Builders 3 p. 330-333 due 10-7

	
	Lessons 77, 78, 79
COT104  cb04

	9/30
	6
	MODULE 14—REPORTS

Lesson 82—Unbound Report with Footnotes


Application d1

Lesson 83—Leftbound Report with Endnotes


Applications d1, d2, d3

Lesson 84—Report with Different Page Numbers


Applications d1, d2


	
	Lessons 80, 81

Module 10—take home test

Language Arts—week 2

	10/7
	7
	MIDTERM TEST

Lesson 85—Report with Table of Contents and 


        Index


Application d1
Lesson 86—omit
Lesson 87—Assessment  (omit homework)

Turn in next week two 5-minute timings

 with 5 errors or less

Module 14—Checkpoint 

To be graded—Performance Assessment p. 368

	
	Lessons 82, 83, 84

Module 11—take home test

Language Arts—week 3

	10/14
	8
	MODULE 15—REVIEW WORD PROCESSING SKILLS

Lessons 88-90 Review (omit)  Extra credit to bring up grade from midterm if necessary

d1 p. 369, d2 p. 370, d3 p. 371, d5 p. 376 

Begin second half of book—
Level 4—Managing Text Creation Effectively
MODULE 16—MACROS, FORMS, CUSTOM TOOLBARS/MENUS

Lesson 91—Macros  

Applications d1, d2, omit digital signature

Lesson 92—Advanced Macros


Applications d1, d2
Lesson 93—Customize Toolbars and Menus


Application 93c
Lessons 94—Create and Use Custom Forms


Applications d1, d2, d3
	
	
Lessons 85, 87

One 5 minute timing with 5 errors or less

Language Arts—week 4



	10/21
	9
	Lesson 95—Assessment


Applications d1, d2, d3

Checkpoint 16

MODULE 17—STYLES, MASTER DOCUMENTS AND SUBDOCUMENTS
Lesson 96—Apply and Create Styles


Applications d1, d2, d3, d4
Lesson 97—Modify Styles and Templates


Applications d1, d2
Communication Skills p. 427  (skip ahead)
	
	Lessons 91-94
Language Arts—week 5

	10/28
	10
	Lesson 98—Create Master and Subdocuments


Applications d1, d2
Lesson 99—Master Document Review


Applications d1
Lesson 100—Master Doc. with Styles & Index


Applications d1, d2
Lesson 101—Assessment


Applications d1, d2, d3

Checkpoint 17 p. 426
	
	Lessons 95-97

Comm. Skills p. 427

Language Arts—week 6

	11/4
	11
	MODULE 18—WORKGROUP COLLABORATION

Lesson 102—Comments and Track Changes


Applications d1, d2, d3, d4
Lesson 103-104—Protect Documents and Work 
Collaboratively


Applications d1, d2

Lesson 105—Review Changes and Merge 
Revisions


Applications d1, d2

	
	Lessons 98-101

Language Arts—week 7

	11/11
	
	No school—Veteran’s Day


	
	

	11/18
	12
	Lesson 106—Round-Trip HTML Documents


Applications d1, d2, d3
Lesson 107—Assessment


Applications d1, d2, d3, d4, d5
Checkpoint 18 p.450

MODULE 19—EMPLOYMENT AND ONLINE DOCUMENTS
Lesson 108—Traditional and Electronic Resumes


Applications d1, d2, d3
Lesson 109—Application Letter

Applications d1, d2, d3
	
	Lessons 102-105

Language Arts—week 8

	11/26


	
	No School—Thanksgiving Holiday


	
	

	12/2 
	13
	Lesson 110—Follow Up Letters and Tests


Applications d1, d2, d3, d4
Lesson 111—Personal Employment Documents


Applications d1, d2, d3, d4
Lesson 112—Web Page Resume


Applications d1, d2, d3, d4
Lesson 113-114—Online Newsletter


Applications d1
Lesson 115—Assessment


Applications d1, d2, d3, d4
Checkpoint 19 p. 478


	
	Lessons 106-109

Language Arts—week 9

	12/9
	14
	FINAL EXAM
	
	Lessons 110-115

Language Arts—wk 10


Skill Builders 4 — p. 489   Work on this each week if time permits.
