windows-based exercises

CHAPTER 11
Exercise 11-1: A Telephone Call Log

Application: Word (Table)

Read Production Challenge 11-B on page 221 of the textbook. Create a table to help organize Mr. Wilson’s instructions and other important details.

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

Additional information for completing the table:

· After contacting James Epstein who said he could not attend the seminar on Wednesday, you called Ruth Agway who is also unable to take Mr. Arnett’s place since she is flying back to Vancouver on Monday evening.

· You contact Ray Morris who is delighted to be asked to present in Mr. Arnett’s place since he had planned to attend the seminar on Wednesday and return to England at the end of the week.

Table formatting features:

Include the following column headings:

· Mr. Wilson’s Instructions

· Persons to Contact

· Contact Information

· Results of Conversation

· Follow-up Notes (as per Mr. Wilson’s instructions)

· Format the table in LANDSCAPE orientation.

· Set column widths and number of rows to accommodate the headings and the related information.

Exercise 11-2: Scheduling Appointments

Application: Outlook (Calendar)

Read Production Challenge 11-E on page 221 of the textbook. Using MS Outlook, schedule Mr. Wilson’s appointments using the date for Wednesday of the following week. Schedule all appointments for 45 minutes so that William has a few minutes between appointments to prepare for the next one, and check the REMINDER option to remind him of appointments ten minutes in advance. The lunch appointment with Ms. Hansen and Mr. Rush should be scheduled for an hour and a half to allow time for travelling to the restaurant and back. Do not include the last-minute appointment at 10:45 a.m. with Jason Rhodes or the telephone call to Lakeside Restaurant.

Note: To schedule the appointments, go to HOME/CALENAR/NEW APPOINTMENT 
After keying the appointments, print a DAILY STYLE calendar including all the appointments for Mr. Wilson’s Wednesday schedule. Include the Task Pad and Notes sections in the daily calendar.

Note: To print the calendar, go to FILE/PRINT/PRINT STYLE.

