Files Created and/or Required 

For

The Office 2007 text by O’Leary

Word 2007


	Hands-On Exercises
	Exercise 1.
	Exercise 2.
	Exercise 3.
	Exercise 4.
	Exercise 5.

	Lab 1.
	Web site Memo.docx
	Bike Event.docx

Graphic wd01_Child on Bike
	Grand Opening.docx

Graphic WD01_Coffee
	File to use, wd01_Note Taking Skills.docx, Save as Note Taking Skills.docx
	File to use wdHistory of Ice Cream.docx, Save as Ice Cream History.docx

Graphic wd01_Ice Cream

	Lab 2.
	wd02_Note Taking Tips.docx  Note Taking Skills.docx (Lab 1. Exercise 4.)

Note Taking Skills2.docx
	wd02_Water Conservation.docx  Graphic wd02_Water Hose  Save as Water Conservation Column.docx wd02_Conservation Tips.docx (See Footnote 1.
	wd02_Fitness Fun  Save As Fitness Fun Flyer.docx
	Conference Volunteers.docx 
	Weekly Specials.docx  wd02_Coffee Flyer.docx

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Lab 3.
	Spam Outline.docx
	ARS Department Contacts.docx
	wd03_Digital Camaras.docx  Graphic wd03_Camera, Graphic wd03_Computer Digital Camaras.docx
	wd03_Brochure.docx  Graphic wd03_ATT, Graphic wd03-Kayaking,  Graphic wd03_Hiking, Graphic wd03_Train, Picture wd03_Tracey, ATT Brochure.docx
	wdo3_Yoga Guide, Graphic wd03_Yoga Pose, Graphic wd03_History, Yoga Guide.docx

	Continued  below
	
	
	
	
	

	Working Together 1.
	Exercise 1.
	Exercise 2.
	Exercise 3.
	Exercise 4.
	Exercise 5.

	
	Tour Locations.htm(Modified in the WTWD 1 lab), wdwt_losAngeles.htm, LosAngeles.htm, 
	From Lab 1, Exercise 2, Bike Event.docx,  Celebrate Bicycling.docx
	From Lab 1, Exercise 3, Grand Re-Opening.docx,  Café Flyer.docx, Graphic wdwt_Coffee,  wdwt_Coffee Locatons.docx

Café Locations.htm
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Hands-On Exercises
	Exercise 1.
	Exercise 2.
	Exercise 3.
	Exercise 4.
	Exercise 5.

	Lab 4.
	wd04_water Headline.docx, wd04_Water Tips , Water Newsleter.docx,  Graphic wd04_Water
	wd04_Lifestyle Spinning.docx, wd04_Fitness Club Headline.docx, wd04_Banner.docx, and wd04_Heart Rate Monitors.docx,  Spinning Newsletter.docx,  Graphic wd04_Bike
	wd04_Coffee.docx, Internet Café, Newsletter.docx , Picture wd04_City Graphic wd04_Coffee Beans,  Graphic wd04_Coffee Plant
	Wd04_Dental Care.docx,  ARF Newsletter.docx,  wd04 Bad Breath.docx, wd4_Periodental Disease, Graphic wd04_Paws, Graphic wd04_Checkup,  Graphic  wd04_Dog with Vet
	wd04_Hike Triple 

Crown.docx,  ATT Hiking Newsletter.docx,  Graphic wd04_Trail, wd04_Lightweight.docx, wd04_Low Impact.docx,  Graphic wd04_Forest

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Hands-On Exercises
	Exercise 1.
	Exercise 2.
	Exercise 3.
	Exercise 4.
	Exercise 5.

	Lab 5.
	wd05_Elegant Design Memo.docx (Used if the template Memo (Elegant Design) is not available.)  Green Tea Memo.docs
	wd05_Contemporary Design.docx (Used if the template Memo (Contemporary design) is not available.) Mind Body Memo.docx


	Wd05_Professional Design Memo.docx (Used If template Memo (Professional design) is not available. ) Rock Climbing Memo.docx
	Wd05_Elegant Design Memo.docx (Used if the template Memo(Elegant Design) is not available.)   Animal Adoption Memo.docx
	Wd05_Professional Design Memo.docx (Used if the template (Memo Professional design) is not available.)  Graphic wd05_Theater,  Theater Memo.docx

	
	
	
	
	
	

	Lab 6.
	wd06_Fitness Member  Survey.docx,  Fitness Member Survey.docx
	wd06_Fitness Member Survey.docx  Fitness Member Survey On-screen.docx
	wd06_Cafe Schedule.docx, wd06_Cafe Schedule Evan.docx, wd06_Cafe Schedule Melissa.docx, Graphic wd06_Mike Night,  wd06_Cafe Schedule Paragraph.docx,  April Café Schedule.docx
	wd06_Animal Rescue Volunteer Letter.docx

ARF Volunteer Recruitment List.docx,  ARF Volunteer Letter.docx,  ARF Labels.docx
	wd06_Kids Rule Summer Movies.docx,  wd06_Kids Rule Summer Movie Reviewed.docx,  Kids Rule Summer Movie Flyer.docx, Kids Rule List.docx,  Kids Rule Movie Merge Letter.docx,  Kids rule list.docx

	
	
	
	
	
	

	Working Together 2.
	Exercise 1.
	Exercise 2.
	Exercise 3.
	Exercise 4.
	Exercise 5.

	
	Wdwt2_Animal Angels Sales.docx, wdwt2_AA Sales.xlsx,  AA Sales Memo.docx
	Wdwt2_Time Sheet Memo.docx,  wdwt2_Time Sheet.xlsx,  Time Sheet.docx
	Wdwt2_Opera Donors.docx,  wdwt2_DOF Donors.xlsx,  Opera Donors2.docx
	
	

	On Your Own
	
	
	
	
	

	Lab 1.
	Mexico Adventure.docx
	Pool Rules.docx
	Astronomy Basics.docx
	Volunteer Opportunities.docx
	Career Report.docx

	Lab 2.
	Reference Letter.docx
	Cell Phone Rates.docx
	Yard sale Flyer.docx
	Wyoming Facts.docx
	Ethics Report.docx

	Lab 3.
	Wd03_Kayaking Flyer.docx,  Graphic wd03_Kayacking,  Kayaking Flyer.docx
	Wd03_Coffee Outline.docx,  Coffee Report .docx  
	Job Search.docx
	Research.docx
	Computer Viruses.docx

	Lab 4.
	Activity Newsletter.docx
	Wd04_Ice Cream docx, Ice Cream Newsletter.docx
	PTA Newsletter.docx
	Garden Newsletter.docx
	My Newsletter.docx

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	Exercise 1.
	Exercise 2.
	Exercise 3.
	Exercise 4.
	Exercise 5.

	Lab 5.
	Use a memo template of your choice.  Movie Data.docx
	Use a memo template of your choice.  Language Memo.docx
	Use a memo template of your choice.  Pet Ownership Memo.docx
	Memo template (Professional Design),  World Internet Use.docx
	Use a memo template of your choice.  Cars Memo.docx

	Lab 6.
	wd06_Zoo survey.docx,  Zoo Survey Printed.docx
	Wd06_Zoo Survey.docx,  Zoo Survey On-screen.docx
	wd06_Historical Society.docx,  Historical Society Letter.docx
	Wd06_Safari Park.docx,  Safari Park Letter.docx
	Hotel rewards Letter.docx

	
	
	
	
	
	


1. File names typed in blue and italics are files created in the Exercise by the student.
2. File names typed in red are files created by the student in another Exercise and used by the student in the current Exercise.
3. Files typed in black are files provided by the authors.
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