windows-based exercises

CHAPTER 1

Exercise 1-1: Stress Management and Team Building Seminars & Workshops

Application: Word (Table) & Internet

Considerting what you have read in this chapter relating to stress management and team building create a TABLE that includes the following:


Table Title: Stress Management Seminars & Workshops

Column Headings: (centred in the cells)

· Seminar/Workshop Name

· Date(s)

· Location

· Registration Fee

· Staff Interested

Note: To create a table, go to INSERT/ TABLE or use the Insert Table ICON.

Now, do the following:

A. Format the table in LANDSCAPE orientation.

B. Adjust the column widths to accommodate information you find on the internet and from other sources.

C. Fill the page with blank rows under the Table Headings.

D. Save this table with the file name Stress Management Seminars & Workshops.

E. Create a second table by opening the Stress Management Seminars & Workshops file and saving it with the file name “Team Building Seminars & Workshops.” Change the table title from “Stress Management Seminars & Workshops” to “Team Building Seminars & Workshops.” The table headings remain the same.

F. Search the internet for information about stress management and team building seminars and workshops, add the information you found to the tables you created. You will want to include information under the following column headings:

· Seminar/Workshop Name

· Date(s)

· Location

· Registration Fee

Note: If there are any details that were not provided in the sites you searched, enter N/A (for not available) under the relevant table heading.

Exercise 1-2: Stress Management and Team Building Seminars & Workshops

Application: Outlook (Email)

Complete Exercise 1-1 in which you create tables containing information about Stress Management and Team Building seminars and workshops. Now, distribute the lists using MS Outlook and emailing your files, Stress Management Seminars & Workshops and Team Building Seminars & Workshops, to each of the following staff members:

	J. R. Rush

Linda Yee

Sid Levine

Charlene Azam

Joanna Hansen
	John Reddin

Mary Karlovsky

Karuna Singe

Raymond Jones

Eugene Liem


Note: To send an email message, go to INBOX/COMPOSE/NEW MAIL MESSAGE.

Include the following in your email message:

· Send the files as attachments to your message.

· Ask each staff member to key in his or her name under the table heading “Staff Interested” beside a seminar or workshop he or she might like to attend.

· Include a deadline date for having the lists returned to you by email.

