Office Word 2003

Tutorial 1 Internet Assignment

New York City Restaurants 
Your company is holding a mandatory meeting for its 50 top-level executives in New York City. Due to declining sales and recent unexpected financial losses, these executives are being asked to take a 10 percent salary reduction to save the company from a reduction in workforce. As a gesture of gratitude, your boss, Jane Smith, wants to take everyone out to dinner following the meeting. She has asked you to conduct online research to find five possible restaurants. You will write a memo to Jane to share the information you found and to direct her to some Web sites so that she can read about the restaurants you are recommending.

1. Start Word, and begin with a blank document.

2. Save the document as NYC_Restaurants[your_initials].doc.

3. Use AutoComplete to insert today’s date at the insertion point.

4. Insert one blank line, and type:

To: Jane Smith
5. Insert another blank line, and type:

From: [your name]
6. Insert one more blank line, and type:

RE: New York City restaurants
7. Insert a blank line before the body of the memo, then type: 

As requested, I have conducted online research about restaurants in New York City.

I have found some interesting Web sites and a good deal of information about restaurants that you might want to consider for the upcoming company meeting.
8. Save your work on the memo thus far, and start your Internet browser.

9. Search the Web for information on restaurants in New York City.

Keep track of Web addresses that contain information of interest to you as well as the names and addresses of some restaurants. You need to recommend at least five restaurants. 

10. Switch back to your document, and continue writing the memo. Record important information about the restaurants you are recommending, including names, addresses, and the Web addresses of the Web sites containing either the restaurants’ ratings or restaurants’ home pages.

11. Carefully read the memo and correct any errors.

12. Save the memo.

13. Preview the memo. Add any additional blank lines or spacing that would improve the overall appearance.

14. Print the memo.

15. Close the document, and exit Word. Exit your Internet browser.

