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- : Skills for success in the workplace : | \

@ LAST UNIT/Experience CURRENT UNIT NEXT UNIT/Experience
Computer Basics Word Processing Spreadsheets

UNIT SCHEDULE (® unITmaP 'S abo,,

10/8 | Document Basics

Producing standard

business documents
10114 FormattingDocuments | ) (e e e mmm e

10124 | Word Basic Test

1027 | Document Effects

2/4 | Word Project
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DATE

The Unit Organizer

Word Processing

(@)Expanded Unit Map

Producing standard
business documents

Enter and edit text

@ )

Text Effects

Open, save, print, and
L print preview documents

[ Tables
( ) l
Create new documents
(blank and templates) Graphics
- | / Styles |
l Columns

Cut, copy aTd paste Paragraph formats |

Find and replace text Envelopes and labels

Tabs

l
Insert Symblols Bullets and numbering

[
Headers and footers

Page breaks and
numbers

Spelling and Grammar

®©

SELF-TEST

NEW
UNIT
QUESTIONS




