
Subject:  Microsoft Word

Topic: Create a Word newsletter from data of your choice (at least two pages).

	My name:
	     

	Class
	     

	Date
	     


	Word Objectives
	Self Assessment
	Prof

Assessment

	Use formatting toolbar (Bold, Underline, Alignment, etc.)
	 FORMCHECKBOX 

	

	Use Standard Toolbar (Save, Open, etc.)
	 FORMCHECKBOX 

	

	Use Drawing Toolbar
	 FORMCHECKBOX 

	

	Use Insert | Pictures | Graphics
	 FORMCHECKBOX 

	

	Use Insert | Clips On-line
	 FORMCHECKBOX 

	

	Use Spell check and Grammar Check
	 FORMCHECKBOX 

	

	Use Thesaurus
	 FORMCHECKBOX 

	

	Use Columns
	 FORMCHECKBOX 

	

	Use Add Bullets / Numbers
	 FORMCHECKBOX 

	

	Use Create / Format / Use Table
	 FORMCHECKBOX 

	

	Use Page / Section Break
	 FORMCHECKBOX 

	

	Use adjust Margins / Indent Paragraph
	 FORMCHECKBOX 

	

	Use Auto Shapes
	 FORMCHECKBOX 

	

	Use Text Effects
	 FORMCHECKBOX 

	

	Use Borders / Shadings / Styles
	 FORMCHECKBOX 

	

	Use Move / Resize Object
	 FORMCHECKBOX 

	

	Use Insert | Table (at least 3 x 3)
	 FORMCHECKBOX 

	

	
	
	

	
	
	

	Bonus Learning
	
	

	Play with Count Words in Documents
	 FORMCHECKBOX 

	

	Play with Themes / Backgrounds
	 FORMCHECKBOX 
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