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Use model documents in the

Contents | Index I Search I

E Business Letterin Simplfied Style -
E Business Letter on Executive Stati
E Business Letter on Half-Page Stati
E Business Report, Fage 1

E Business Report, Fage 3

E E-mail Message in Microsoft Outloc —
E E-mail Message in Yahoo!

E Examples of Different Types of List
2] Folding Letters

E Fomatting Envelopes

Reference Manual and
arranged documents in the
textbook as the first step.

@ ; Click any callout button for
detailed formatting steps.

Tl

Memo

DATE: Julv 18, 20--

E Formatting Lists

E Farms

2] tinerary

2] Left-Bound Business Report
E Legal Document

E Meeting Agenda
o

2] Memo Report

e Tumn on bold, type the guide | plant Site

words in all caps, turn off

bold, press Tab, type the n the attached letter, I've informed BBL Resources that |

comesponding |.nformat|on, and we should continue to consider the locality around

press Enter 2 times. ew plant. Even though the desirability of this site from an
. it is undeniable, there is insufficient housing available. In

E Minutes of a Meeting

E Multipage Business Letter, Fage 1
E Multipage Business Letter, Page 2
2] Open Table

E Outline

E Personal-Business Letter in Modffie
E Proofreaders’ Marks

J,m the number of appropriate single-family houses listed for
sale within a 25-mile radius of Geraldion was as follows:

Agent Units
Belle Real Estate 123
Castleton Homes 11
Red Carpet 9
Geraldion Homes 3

L
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Business Report

Type this report in
standard format for a
business report with side
headings.

Type the actual current
year in place of 20--.

In your word

Work from
simple to complex

IexXtbook

AN ANALYSIS OF CORPORATE
SICK-LEAVE POLICIES .

Recent Trends in the Business World
Linda C. Motonaga

April 5, 20,

Arranged documents
with callouts . . .

Corporate sick-leave policies must be studied carefully in order to maximize
employee productivity and minimize excessive absenteeism. The reasons for
absences and the responsiveness of employers to the needs of the employees
must be examined in order to determine some practical alternatives to current

policies. ,,
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Academic Repaort

Progress and
Proofreading
Check

Documams gesgnated
5 Proofresding Checks
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Your goal & 10 have
2er0 typographical
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software frst sCores the
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1. Type the report using standard aca-
demic report format for a multipage
academic report with a list

2. Make all changes as indicated by the
proofreaders’ marks,

TIPS FOR HELPING YOU
PREPARE FOR YOUR EXAM
Betty Goldberg
June 8, 20--

Mmany

in school you have taken soit\wemsu Whether you are an excellent
exam taker or a novice at the task, you Aha\?a experienced a degree of stress
related to your performance
to reduce the stress of taki

you throughout your life.

. . . followed by unarranged
documents in script or
PREPARING FOR THE

;_:Ol course, it's always easier rOUgh draft.
have had in previous classes, because you know what to expect. From past

QuLLtions
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PractiCe -1 EXercises

Practice exercises are directly correlated to the formatting

and word processing features presented in the lesson.

For example, in the practice e Rt s e e |
exercise for Lesson 28,
students are learning to

create bulleted and numbered

lists and format business

reports with lists. G. 3-Minute Timed Writing

'V'
' I"V ’ H. Bulleted and Numbered Lists
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LESSONS

g - I. Business Reports with Lists
A
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LESSONS | SKILLBUILDI

The document for this exercise already exists. Click Edit - ‘u?*
practice-28 to revise the existing document, or click Create
practice-28 to type the document again. (Choose Create s and Numbering
practice-28 only if you would like to restart this assignment.
Note: All progress will be lost.)

Create practice-28

Edit practice-28

Help

Eachpractice exercise is preceded by an
MS Word Document Options dialog box
with options to create or edit.

Students are always sure when they are
creating or editing a practice exercise.




When the practice exercise opens,

GDP automatically assigns a file name .
to ensure that the exercise iIs saved. e rC I SeS

In this example, an unformatted business
report opens automatically. Students make a
clear connection between what they are

SSUDFWLFLQJ” KHUH FUHD
report) and what they will be typing in the
document processing job that follows.




