Lab 3 

(Word Processing)
Total (for the 2-parts)= 30 Points

Score _________
Part 1 
Creating Posters 
Integrating Text, graphics, and Tables in Word

 [ In Lab-Manual: (II. A Word – 7),  page 151 ]
Activity Sheet - for Part 1
Reference – Page 151
Name ______________________________________


     
     Part1-Score = _______




     





   Part1- Total = 10 points

Lab meeting day/time________________________




Directions: Place this sheet on top of all completed activities and staple them. Number any printed documents with the activity number listed below.  Hand in all completed activities at the end of the lab period to your lab instructor.  Point value shown after each activity.

1) Print a copy of the poster file 


a) Unformatted version, poster1.doc. Figure 4.  (2)


b) Formatted version, poster2.doc. Figure 7. (2) 


c) With graphic and table, poster.doc. Figure 16. (3)

2) Print a copy of the final version of coverlet.doc. Figure 18. (3)

Lab3 (Part 2)
University of Pittsburgh – Computer Science Department

CS110

Word   IN-Lab Practice 

Name________________________________________
Part2-Score:  ________

Part2-Total = 20 points

Lab time/day_________________________________




1. (10 pts) Do the activities of Word practice in pages (107-115) from the lab manual (II.A Word4) titled ”Working with tables” (activity sheet is on the next page).
2. (10 pts) Do the activities of Word practice in pages (139-147) in the lab manual (II.A Word6) titled  “Working with letters, envelopes, and labels” (activity sheet is on the next two pages).
· Complete these two Word practices as part of the Word Processing lab, and include the activity sheet of each part along with the required printouts. 

Lab 3 (Part2.1)

Working with Tables






(II.A Word – 4)

Activity Sheet
Name ______________________________________


     

Score = _______









     

Total = 10 points

Lab meeting day/time________________________




Directions: Place this sheet on top of all completed activities and staple them. Number any printed documents with the activity number listed below.  Hand in all completed activities at the end of the lab period to your lab instructor.  Point value shown after each activity.

1) Print a copy the table created in step 4 using the [Insert Table] button and include


your name next to the title [Annual Review]. (5)


Hint: It should look similar to Figure 12. 

2) Print a copy of the table created with the [Draw] tool in step 6.  


Fill out the information in the table and show the selected format design using 


the [AutoFormat] feature.  (5)


Hint: The printout should look similar to Figure 16. 

Lab 3 (Part2.2)

Working with letters, envelopes, and labels

(II.A Word – 6) 

Activity Sheet 

Name ___________________________________

     













  
Score = _______


Total = 10 points

Lab meeting day/time_______________________



Directions: Place this sheet on top of all completed activities and staple them. Number any printed documents with the activity number listed below.  Hand in all completed activities at the end of the lab period to your lab instructor.  Point value shown after each activity.

1) Print a copy of the letter created in steps [2 – 5] including the envelope created 


in steps [6 – 9]. (7)


2) 
Print a copy of the labels placed in a Word document. 



Hint: Refer to Figure 12.  (3)
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