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Intermediate Microsoft® Word: Practice 1

RUBRIC

	0
	3
	5
	8
	10

	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.  Set up a Mail Merge using the Mail Merge command.

2.  Exclude data from a Mail Merge

3.  Insert a Mail Merge into a document

4.  Create Envelopes using a Mail Merge

5.  Use the Address Block function in Mail Merge

6. Create Mailing Labels

Create a Mail Merge

This series can be practiced with a sample list or you can make your own list of names and addresses. You should practice using names from different record sources including Microsoft Word as well as Microsoft Excel. Finally, you need to become familiar with the different options for creating labels and envelopes. The sample files are available online and should be downloaded to your Documents folder. 

Use a Mail Merge in a Business Letter

Create your own business letter

Enter the business name and address



Charlotte’s Website



555 Main Street



Brighton, MI 48116


Insert  the date and time


Insert a picture for the logo


Format the text and picture

Use the Mail Merge Options


Select Recipients and use and existing list


Browse to the Friends and Family spreadsheet



Choose Sheet 1

EXCLUDE the following name from the Mail Merge: Todd Borek

Add the following mail merge fields in your greeting line:

Dear <First Name> <Last Name>, 
Create envelopes using the same data source, the Friends and Family spreadsheet

Create #10 business envelopes

Include all Address Lines for the Address (Address Block)
Include the Company Name and Recipient Name in the Address

Include a Return Address in the Upper Left Corner

Create labels: use Avery #8163
Save your practice documents and name them: Intermediate Word Practice 1 letter, Intermediate Word Practice 1 Envelope, and Intermediate Word Practice 1 labels.
Intermediate Microsoft® Word: Practice 2

Objectives:

The Learner will be able to:

1.  Use the TAB Key at least 75% of the time
2.  Set the TAB Stops on the Ruler at least 75% of the time
3.  Convert TABS to a Table at least 75% of the time
4. Explain the advantage of using a Table instead of TABS

Working with Tabs
Open a new document in Microsoft Word

Type First Name, then use the TAB key on your keyboard

Type Last Name, then use the TAB key on your keyboard

Type Company, then use the TAB key on your keyboard

Type Job Title, then use the TAB key on your keyboard

Click on the ENTER key on your keyboard to make a new line

Add some sample names

Use only one TAB space between entries

NOTE: The names will NOT line up evenly under the labels

Click on the Show/Hide button 

Go to Home->Paragraph->Show Hide
Do you see a TAB mark between each name, something like this: -> 

Is there more than one TAB stop between the names? 
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FirstName - LastName - Company - Job-Title]
Todd ~ Borek - Bell-Borek-Home ~ _Directorf]

Mary ~ McCrickard  Charity-Social-Services-Manager*]

Bonnie+Bondy- Brighton-Towne:Co - Sales-Associatef]
1




Adjust the TABS
View the Ruler and the Tab Stops


Go to View->Ruler. 

Look for a Ruler just above your document as well as along the left side
Select all of the text from First Name to Sales Associate 
At the far left of the Ruler is a TAB button 

Select the TAB that aligns Left 

Click on the Ruler at 1", 2", 3" and 4" 
Adjust the TAB stops by dragging the TAB from 1" to .5" 
Convert from TABS to Table
· Select all of the text from First Name to Sales Associate 

· Go to Insert ->Table ->Convert Text to Table 

TABS or Tables
TABS are simple and familiar to anyone who grew up with typewriters. However, a TABLE is easier to add or remove a column or row of data. Try it.

 

Save your practice document and name it: Intermediate Word Practice 2 clients 

Intermediate Microsoft® Word: Practice 3
Objectives:

The Learner will be able to:

1.  Merge cells in a table at least 75% of the time
2.  Insert text into a table at least 75% of the time
3.  Insert pictures into a table at least 75% of the time
4.  Insert Bookmarks into a document

5.  Insert Hyperlinks to bookmarks in a document

Hyperlink with Bookmarks
Create a Table for the Index and merge the cells
Open the sample Word document, Prevent PC Meltdown
Insert a table at the beginning of this document


Create a Table with 3 columns and 4 rows


Merge the three cells on the top row

	Computers Are Us

	Home
	1. Defragment 

2. Empty the Recycle Bin

3. Add/Remove Programs
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	Products
	
	

	Support
	
	


Add the text: Computers Are Us 

Add the following labels: 

Home


Products


Contact Us 


Merge the three cells on the right 


Insert a Picture
Merge the three cells in the middle and type: 
1. Defragment  
2. Empty the Recycle Bin 
3. Add/Remove Programs

Setup the Bookmarks
Hyperlinks can jump to another page within your website, or they can go to another website. Hyperlinks can also link to a title of place further down on a web page. Look for these titles at the beginning of each paragraph in the PC Meltdown article:

Select: 1. Defragment  

Insert a Bookmark Type "Defrag" for the name of the Bookmark 
Select: 2. Empty the Recycle Bin 

Insert a Bookmark named "Recycle" 
Select: 3. Add/Remove Programs


Insert a Bookmark named "Programs" 

Add the Hyperlinks
Select "1. Defragment" in the Table and Insert a Hyperlink. 

Choose Bookmark and select "Defrag" from the list of Bookmarks 

Select "2. Empty the Recycle Bin" in the Table and Insert a Hyperlink 

Choose Bookmark and select "Recycle" from the list of Bookmarks 

Select "3. Add/Remove Programs" in the Table and Insert a Hyperlink 

Choose Bookmark and select "Programs" from the list of Bookmarks 

Save your practice document and name it: Intermediate Word Practice 3 
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