CIS 701, 730                                           PROF.  AUCIELLO

THIS STARTS A "CRITICAL THINKING" APPROACH TO MS WORD.   "CRITICAL THINKING" REQUIRES READING COMPREHENSION,  REASONING SKILLS, AND THE ABILITY TO FIND INFORMATION.   SINCE WORD HAS A PLETHORA (LOOK IT UP) OF HELP WHICH CAN ANSWER ALMOST ANY QUESTION , THEN BY KNOWING  HOW TO ACCESS  AND APPLY IT, "HELP" CAN ASSIST YOU IN DOING EVERYTHING WORD IS CAPABLE OF.   "HOW TO USE AND APPLY HELP" BECOMES A FAST WAY TO TO MASTER APPLICATIONS SOFTWARE;  ADDITIONALLY, IT PREPARES YOU FOR THE QUANTUM CHANGES  IN  FUTURE TECHNOLOGY.    THIS HIGH-TECH MODERN APPROACH TO LEARNING REQUIRES AN OPEN MIND PERFORMING ON BOTH THE INTUITIVE AND LOGIC SIDES,  AND  A SENSE  OF CONFIDENCE IN TAKING ACTION AFTER PLANNING AND FINALLY DECREASING DOSES OF GUIDANCE.    NOTE THE BUTTONS BELOW LABELED  A, B, C.
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WHAT DO THEY STAND FOR?     TYPE IN YOUR  ANSWERS.  LET ME RESTATE THE QUESTIONS ABOVE:   

WHAT IS THE NAME OF THE "A" BUTTON? restore

NAME OF "B" BUTTON?minimize     

NAME OF TWO BUTTONS "C" AT RIGHT HAND CORNER.   WHAT DO THEY DO?

WHAT I S THE NAME OF THE LINE WITH  "File  Edit .... menu bar" ?

START LISTING ALL THE FUNCTIONS AVAILABLE UNDER "File"

File:


NEW   

OPEN   

CLOSE  

SAVE 

  
SAVE AS

SAVE ALL 

FIND FILE 

SUMMARY 



TEMPLATES 
PAGE SETUP
 PRINT PREVIEW  
PRINT

Do some of them have their own dialog box, their own sub-menus?yes

CONTINUE WITH  Edit thru  Help.  

Edit:


cant          undo      copy      clear     replace     cant' repeat

          paste        select all   go to    cut      paste      past special

          find          auto text,     bookmark    links      object


________

__________

___________
_________

Fill in the blanks for Edit.  Why are some options Highlighted?you can exucute the command  with out  using another command

CUTTING, COPYING, SELECTING, PASTING ARE THE MAIN FUNCTIONS OF EDIT.   YOU  SELECT, COPY TO A CLIPBOARD,  THEN PASTE 
"CUTOUT" WHERE  YOU WANT IT.  MORE LATER.

View:


Normal     Page layout     Master document     Full screen


Toolbar    Ruler                 Header and Footer   Footnotes

            Annotations    Zoom

WHAT IS THE MAIN PURPOSE OF "View"?To review the page style etc.

Insert:


Break      Page Numbers      Cross-reference     Annot


Index & table     Date & Time     File     Field       Frame

           Symbol             Picture         Form field       Object   

           Footnote         Database      Caption

          Format:Font     Paragraph    Tabs     Border & Shading     Columns

          Change Case    Drop Cap     Bullets and Numbering    


Heading Numbering     Auto format      Style Gallery    Style

          Frame        Picture       Drawing Objects


Detail work is boring.   What good will it accomplish?

Tools:


Spelling     Grammar      Thesaurus     Language     word Count

           Auto correct     Mail Merge     Envelopes and Labels     

           Protect Document     Revisions     Macro     Customize   Option


________

__________

___________
_________


________

__________

___________
_________


________

__________

___________
_________

What  does  SPELLING do?help you spell,shows the use of correct grammar ect.

What does  GRAMMAR do?   (Hot option, don't you think?)give you the correct way

      to use grammar

What does Thesaurus do?give you the definition of any word

How could you use it?when I stuck and dont know the meaning of a word

Table:


Insert table          Delete Cells            Merge Cells            Split Cells


Select Row          Select Column        Select Table           Table auto


Cell Height & Width       Headings        Convert text to table

           Sort Text        Formula        Spilt Table        Gridlines

What does "Table" do?   Click on Table,   Press <F1>

Window:

           New Window       Arrange All     Split   

What does "Window"  do?lets you go to a nother window while in a different window

Help:  Contents     Search for Help on...      Index       Quick Preview   Example /Demos

(explain briefly)

Contents

Search

Index

Use "Search" to find out what  does "Spike" mean?When you insert text and graphics collected in spike they appear in the same order that you added them to the spike

ADDED INFORMATION.  

.
DON'T START "WORD" IF YOUR MOUSE IS NOT TRACKING WELL.    THE  MOUSE IS AS 
IMPORTANT AS THE KEYBOARD.  

.
YOU MUST CLOSE WHAT YOU OPEN.


I

REVIEW:

WHERE IS  TITLE BAR?the the very first line above the menu bar

WHERE IS MENU BAR?contains the File, View ,Insert ,Format,Tools,Table

window ,Help

WHERE IS STANDARD TOOLBAR?contains six buttons that allow you

to start and switch between  Microsoft Office application,search for files on disk and

customize the toolbar

WHERE IS FORMATTING BAR 2nd line from menu bar

STANDARD TOOLBAR:1st line from menue barFROM  THE LEFT, THE NAMES OF THE ICONS ARE:

NEW -  OPEN - SAVE -  PRINT - PRINT PREVIEW -  SPELLING - CUT -  COPY

PASTE -  FORMAT PAINTER -  UNDO - REDO - AUTO FORMAT -  

INSERT AUTO TEXT - INSERT TABLE - INSERT EXCEL WORKSHEET -

COLUMNS - DRAWING - INSERT CHART -  SHOW / HIDE

FORMATTING  BAR:

(COMPLETE THE LIST)

BOLD -  

EXERCISES ON USING HELP.

WHERE DO YOU SET PAGE NUMBERS?

view

HOW ARE MARGINS SET?

HOW DO YOU SWITCH FROM WORD TO PAINTBRUSH?

HOW  DO YOU CHANGE  FONTS?

WHAT IS A LARGER FONT --  16  OR  10?

IS THIS A PROPORTIONAL FONT?

IS THIS A PROPORTIONAL FONT?   (MS LINE DRAW)
HOW MANY CHARS PER INCH (CPI)  IN COURIER 12?

......................
COURIER 12

1234567890

COURIER 12

CAN THE COMPUTER BE USED AS A PROBLEM-SOLVING TOOL?
INSERTING A GRAPHIC IN THE MIDDLE OF TEXT.  THIS IS "TROPICS.WPG",  CLIPART FROM WORDPERFECT.  IT WAS CROPPED (TRIMMED) BY GRAPHICS WORKSHOP (ASK ME ABOUT THAT).  IT COULD HAVE ALSO BEEN CROPPED BY WORD.  WHICH OF THE TOOLS ON THE MENU BAR WOULD INCLUDE PICTURES  IN A DOCUMENT?  FIGURE THIS OUT.  THERE IS A SPECIFIC OPTION TO "INCLUDE" (PUT IN) GRAPHICS.   WORD USES A GRAPHIC-USER-INTERFACE (GUI), MEANING  THAT YOU WILL OPERATE ALSO BY SELECTING, CLICKING, DRAGGING. [image: image2.wmf]
I AM GOING TO INSERT A PICTURE OF A TROPICAL BEACH RIGHT IN THE MIDDLE OF THIS PARAGRAPH.  THIS PARAGRAPH IS FONT 16 TO MAKE IT LONGER. THE ABOVE IS  TROPICS.WPG  FOUND IN  THE WORD PERFECT DIRECTORY.     

THIS IS AN EXAMPLE OF WRAPPING TEXT AROUND A PICTURE.


[image: image3.wmf]
NEXT I AM GOING TO INSERT SOME CLIP ART (WNFISH4.WMF), WHICH IS WINDOWS CLIPART IN A COMPRESSED FORMAT.  THE TEXT WILL ARRANGE ITSELF AROUND THE GRAPHIC.  THIS IS A KEY FEATURE FOR DESKTOP GRAPHICS.   INFORMATION ON HOW TO DO THIS WAS OBTAINED FROM HELP.    THE CLUES HERE WERE THE CONCEPT OF "FRAME" WHICH CAME FROM ASKING HELP ON  "WRAPPING  AROUND TEXT",  THEN IN THE "FRAME DIALOGUE" BOX, SELECTING THE CORRECT OPTIONS. 

[image: image4.wmf]
NEXT, I  "INSERTED"  A BELL CURVE.

HERE I CREATED A FRAME,  LEFT, WITH "INSERT", THEN I SELECTED FRAME,  (FRAME DOES JUST THAT -- CREATING A FRAME INTO WHICH YOU PUT THE PICTURE).  PLEASE NOTE THAT THIS BELL CURVE IS POSITIONED IN THIS PARAGRAPH.  "GUI" IS MADE TO WORK WITH YOUR INTELLIGENCE, WORK AT IT, WORK WITH IT.  GO FOR IT.  USE SOME INTUTION IN SOLVING PROBLEMS. 

Note to students.  You may use this template for your resume.

MARY JUAREZ GRACE 

nnnnn  Xra St.    Wxxxxx, CA 99999    (nnn) nnn-nnnn

_____________________________________________________________________________
EDUCATION

Los Angeles Trade Tech  College  Candidate for Associate in Science



Expected Date of Graduation:  May 1999

                                    BelmontHigh School,  Montebello, CA



Specialization:   Engineering, Secondary:  Transportation Engineering and 



Management




Date of Graduation:   June 1998

GPA:  3.0




Certified as  Teacher's Aide  by State of California, License:  XExxx, April 1993

HONORS

Dean's Honor List (1990-1993), Society of Women Engineers Competitive 



Scholarship Award (1993)




Graduate Opportunities FelloHKEY_USERS,.Default\Software\Microsoft\Windows\CurrentVersion\Policies\Explorer,NoDeletePrinter,

wship (1994)

EXPERIENCE
ASSISTANT ENGINEER
June 1995 - August 1995

B.E.S.T., Inc.
Thousand Oaks, CA


Wrote and edited structural reports for insurance companies and their clients with earthquake policies. 


ENGINEERING TECHNICIAN
June 1994 - September 1994

Willdan Associates
Anaheim, CA


Designed retaining walls, sound walls, wing walls, and assisted in drafting slab bridge and structural aspects of the Pasadena Blue Line for the Los Angeles Metro Transportation Authority. 


RESEARCH ASSISTANT
September 1993 - June 1994



UCI, School of Engineering, Engineering Design for the Community


Community project working with Woodbridge Manor, a local H.U.D. facility for the elderly.  Designed with project team innovative engineering mechanisms to help alleviate physical limitations and advising changes to the building's amenities. 

COMPUTER SKILLS
LEXIS-NEXIS, WESTLAW, World Wide Web, WordPerfect, Microsoft Office, FORTRAN, AUTOCAD (release 11), Microstation Intergraph; DOS, UNIX, and MacIntosh based.

ORGANIZATIONS
Phi Alpha Delta, National Legal Fraternity
Phi Beta Kappa, National Honor Society

AND ACTIVITIES
Chi Epsilon, Civil Engineering Honor Society
Tau Beta Pi,  Engineering Honor Society
American Society of Civil Engineers, U.C. Irvine Chapter President


Society of Women Engineers, U.C. Irvine Chapter Secretary


RELATED COURSES
Completed courses in Property, Contracts, Torts, and Criminal Law, Civil and Criminal Procedure, Legal research and writing, Alternative Dispute Resolution for Engineers, Public Speaking, Leadership in Construction Management, Legal aspects of Engineering and Architecture, Issues in Geotechnical Failures; Concrete, Timber, Steel, and Foundation Design, Earthquake Engineering, Traffic Engineering, Strength of Materials, Soil Mechanics, Fluid Mechanics, Thermodynamics, Surveying, Construction and

INTERESTS
Water and Snow Skiing, Classic Movies, Camping, and Biking
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