10-30-08 Classroom Work
Starter Projects:

Do and send via website e-mail to me:

Page 138: 1-20

And

Page 164: 1-20

WORD TASKS
1. Make a folder on your desktop. Title it with your name and the date:


My example: DGreenhut103008

2. Open Internet Explorer and go to our class website’s public area—DO NOT LOG IN!—You are going to download some files to your desktop or flash drive so that you can work on your projects this evening.

www.GE151I.1faculty.com
* You may bookmark the site for your convenience.

In the left menu panel, Click on “Shared Documents.”  

The first document you will see includes instructions for tonight’s work. You may save it to your file for reference. 

Next:

Download the supplementary files for today’s session by saving them to your desktop folder.

Hint: Use Right-Click + Save As, and locate the  desktop folder you made today. Save the files to that folder. 
Hint: Because everyone will be accessing the website at roughly the same time, this may take awhile. Try a different file if you can’t download the first one you see.
3. In your textbook, go to page 54 and complete the Memo using WORD PAD and PAINT. Note: The B-1 file should be in the folder you created in Step 3. 
4. Go to page 146 and follow the directions through page 163 for NYPRESS RELEASE Assignment. The needed  documents should be in the folder you created in Step #3. 
5. Go to page 172; Complete the Chicago Marketing Assignment through page 187. The file you will need should be in your desktop folder.
6. Go to page 196; Complete through page 205. The file you need should be in your desktop folder. 
QUIZ TIP #1:

Note the explanations of “Undo,” (p. 150), “keyboard shortcuts,” (p. 151), and various ways of copying, inserting,  and moving items along the way. 

QUIZ TIP #2:

Review the Independent Challenges for Unit B. One may appear on the quiz.

