[image: image1.png]@



[image: image2.png]The Comma lMethod




Advanced Microsoft® Word: Practice 1

RUBRIC
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	Less than 25% of items completed correctly.
	More than 25% of items completed correctly 
	More than 50% of items completed correctly
	More than 75% of items completed correctly
	All items completed correctly


Each step to complete is considered a single item, even if it is part of a larger string of steps.  

Objectives:

The Learner will be able to:

1.  Create a simple Form in Word at least 75% of the time

2.  Insert Form commands into a Table at least 75% of the time

3.  Insert a Text Field into a Form at least 75% of the time

4.  Insert a Checkbox into a Form

5.  Insert a Date Field into a Form

6.  Protect a Document at least 75% of the time

7.  Test your form design and controls

Basic Form Design
This practice exercise requires the Developer’s toolbar. Here are the steps to turn it on:


Go to Office-> Word Options->Popular

Check: Show Developer Tab in the Ribbon

Use a Table to Layout the Form

Start a new Word Document 
Insert a Table with 3 row2 and 3 columns


Label the Columns with the following titles:

Name, Received Book, Response
	Name
	Received Book
	Response
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Add the following Form Controls: 

Under the Name column, insert a Text Field
Under the Received Book column, insert a Date Field 

Under the Response column insert a Checkbox and edit the label
Protect the Document for forms

Test the Form 

Fill in the Form with a name, check the box, and a date

Save your practice document and name it: Advanced Word Practice 1 

Advanced Microsoft® Word: Practice 2

Objectives:

The Learner will be able to:

1.  Create new Styles at least 75% of the time
2.  Modify Styles at least 75% of the time
3.  Apply styles to text at least 75% of the time
4.  Insert breaks
5.  Use continuous section breaks

6.  Insert Headers and Footers that are different for different sections

7.  Create a Table of Contents with 2 levels and page numbers 
Styles
 This practice uses Styles to format the headlines in a sample text document. In turn, the Style can be used to create a Table of Contents. The student is also prompted to practice creating Section Breaks and developing different Headers an Footers for each Section.

Open the sample Word document: Windows Deployment Text
Create the following Styles:
Heading 1: Tahoma 14pt, Bold, Purple

Heading 2: Tahoma 12pt, Bold, Purple

Heading 3: Tahoma 10pt, Bold, Automatic
Document Formatting:
Format the headlines in the document with Heading 1, 2, and 3. 
Edit the Page Layout

Insert Section breaks for Phase I, II, and III

Choose the option to start the new section on the next page 



Add a cover page for page 1


Insert a blank page after the cover page on page 1

Add page numbers to the Footer
Create a Table of Contents 

Go to References->Table of Contents 


Use 2 levels and include the page numbers on the right side
Save your practice document and name it: Advanced Word Practice 2 [image: image4.png]
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