Name_______________________Date____________
Microsoft Office 2010
Microsoft Word – Chapter 1 Checklist
Creating, Formatting, and Editing a Word Document With Pictures
Check off the following tasks as you complete them.  Use the table at the bottom of the page to mark where you stop at the end of each day.  When you have completed all the tasks, see your teacher for a Chapter Check.

	Date
	Task
	Location
	Points
Earned
	Points

	
	SAM Training 
	SAM
	
	29

	
	SAM Exam 
	SAM
	
	29

	
	Lab 1 – Student Service Flyer
	SAM
	
	15

	
	Lab 1 (Scenario 2) – Animal Shelter
	SAM
	
	15

	
	Case 1 – Spring Break Flyer
	Packet
	
	20

	
	Case 2 – Yard Sale Flyer
	Packet
	
	20

	
	Case 3 – Fireworks Flyer
	Packet
	
	20

	
	20 Flash Cards  80% or Higher

www.scsite.com/wd2010/learn
	Online
	
	10

	
	Practice Test 17 correct or more

www.scsite.com/wd2010/learn
	Online
	
	10

	Total possible points
	
	
	168


	DAILY WORK LOG

	Date
	Work Completed
	Notes

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


WORD  Chapter 1 – Essential Questions 
· How do you start and quit Word? 

· How do you describe the Word window? 

· How do you enter text in a document? 

· How do you check spelling as you type? 

· How do you save a document?

· How are text, paragraphs, and document elements formatted? 

· How do you undo and redo commands or actions? 

· How is a picture inserted and formatted? 

· How do you print a document? 

· How do you change document properties?

· How do you open a document?

· How are errors corrected in a document?

