Don’t forget to save this document with the correct long name and your three-line document identification.

Objectives
The table below is an example of what you do for objectives. Delete the parts that do not apply to your course. 
Example for Word
	Objective
	Keyboard shortcut
Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 
Or page number in book
Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).
Number 25 or all objectives (whichever is less).

	Start Word  (Example shows menu, submenus)
	Start, All Programs, Microsoft Word
	Blank document before typed Sail the Waters~  (WD1.08)
	Can’t use

	Describe the Word window (Example of explanation)
	The Word window has a blue title bar at the top, a menu that starts with File and ends with Help, buttons that start with New Document, a blank white area where you type, buttons on the bottom to change the view of the page, and a status bar. 
	Type only the page number for descriptions 
WD1.12
	Can’t use

	Zoom page width (Example of toolbar button)
	Zoom button, Page Width
	Did before started document (WD1.18)
	Can’t use

	Change the default font size of all text (Example of toolbar button)
	Font Size button before you start
Or

Ctrl+A, Font Size button
	Font size changed to 22 at beginning of document (WD1.19)
	1- Changed font to 28

	Enter text into a document (Example of keys to press)
	Type letters, numbers, Backspace when you type the wrong character.
	Sail the Waters~ (WD1.21)
	2- Great Green Gobs

	Scroll through a document (Example of part of screen to use)
	Scroll arrows, scroll box
	WD1.26
	Can’t use

	Check spelling as you type (Example of menu, submenus)
	Tools, Spelling and Grammar
	Indentification (WD1.27)
	3- Gobes 

	Save a document (Example of keyboard shortcut)
	Ctrl+S

	O1-W1-Q2B-WinterR-HiddenLakeAnnouncement (WD1.29)
	4- O1-WPA-Q2B-WinterR-WordPersonalAssignment

	Save a document (Example of screen button)
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	O1-W1-Q2B-WinterR-HiddenLakeAnnouncement (WD1.29)
	4- O1-WPA-Q2B-WinterR-WordPersonalAssignmen

	Select text (Example of use of mouse)
	Drag mouse over the text
	Sail the Waters~
	5- Great Green Gobs

	Example for Excel
	
	
	

	Bold
	Ctrl+B

Or 
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	A2 (indicate cell)

Norwood Corners (Or type text)
	B7

	Example for Access
	
	
	

	Open a table
	Double-click on table name in database window
	Customer (name of table)
	TeamMembers (name of table)

	Add records to a table
	Type in datasheet view
	John (first field of record)
	Marci (first field of record)

	Example for HTML
	
	
	

	Center a heading
	<H1 ALIGN= “CENTER”>
	Chiaravalle Pizza

HTM 1.26
	Rick’s Work


Office 1
Access Project 1 - Creating a Database Using Design and Datasheet Views

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Number 25 or all objectives (whichever is less).

	Describe databases and database management systems
	
	
	

	Start Access
	
	
	

	Describe the features of the Access desktop
	
	
	

	Create a database
	
	
	

	Create a table and define the fields in a table
	
	
	

	Open a table
	
	
	

	Add records to a table
	
	
	

	Close a table
	
	
	

	Close a database and quit Access
	
	
	

	Open a database
	
	
	

	Print the contents of a table
	
	
	

	Use a form to view data
	
	
	

	Create a custom report
	
	
	

	Use the Access Help system to answer your questions
	
	
	

	Design a database to eliminate redundancy
	
	
	


Access Project 2 - Querying a Database Using the Select Query Window

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Number 25 or all objectives (whichever is less).

	State the purpose of queries
	
	
	

	Create a new query
	
	
	

	Use a query to display all records and all fields
	
	
	

	Run a query
	
	
	

	Print the answer to a query
	
	
	

	Close a query
	
	
	

	Clear a query
	
	
	

	Use a query to display selected fields
	
	
	

	Use text data and wildcards in criteria in a query
	
	
	

	Use numeric data and comparison operators in criteria
	
	
	

	Use compound criteria
	
	
	

	Sort the answer to a query
	
	
	

	Join tables in a query and restrict the records in a join
	
	
	

	Use calculated fields in a query
	
	
	

	Calculate statistics in a query
	
	
	

	Save a query and use a saved query
	
	
	


Access Project 3 - Maintaining a Database Using the Design and Update Features of Access

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Number 25 or all objectives (whichever is less).

	Add records to a table
	
	
	

	Locate records
	
	
	

	Filter records
	
	
	

	Change the contents of records in a table
	
	
	

	Delete records from a table
	
	
	

	Restructure a table
	
	
	

	Change field characteristics
	
	
	

	Add a field
	
	
	

	Save the changes to the structure
	
	
	

	Update the contents of a single field
	
	
	

	Make changes to groups of records
	
	
	

	Delete groups of records
	
	
	

	Create validation rules
	
	
	

	Update a table with validation rules
	
	
	

	Specify referential integrity
	
	
	

	Use subdatasheets
	
	
	

	Order records
	
	
	

	Create single-field and multiple-field indexes
	
	
	


Word Project 1 – Creating and Editing a Word Document

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Number 25 or all objectives (whichever is less).

	Start Word
	
	
	

	Describe the Word window
	
	
	

	Zoom page width
	
	
	

	Change the default font size of all text
	
	
	

	Enter text into a document
	
	
	

	Scroll through a document
	
	
	

	Check spelling as you type
	
	
	

	Save a document
	
	
	

	Select text
	
	
	

	Change the font size of selected text
	
	
	

	Change the font of selected text
	
	
	

	Right-align a paragraph
	
	
	

	Center a paragraph
	
	
	

	Undo commands or actions
	
	
	

	Italicize selected text
	
	
	

	Underline selected text
	
	
	

	Bold selected text
	
	
	

	Insert clip art into a document
	
	
	

	Resize a graphic
	
	
	

	Print a document
	
	
	

	Open a document
	
	
	

	Correct errors in a document
	
	
	

	Use Word Help
	
	
	

	Quit Word
	
	
	


Word Project 2 – Creating a Research Paper

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Number 25 or all objectives (whichever is less).

	Describe the MLA documentation style for research papers
	
	
	

	Change the margin settings in a document
	
	
	

	Adjust line spacing in a document
	
	
	

	Use a header to number pages of a document
	
	
	

	Enter text using Click and Type
	
	
	

	Apply formatting using shortcut keys
	
	
	

	Indent paragraphs
	
	
	

	Use Word’s AutoCorrect feature
	
	
	

	Add a footnote to a research paper
	
	
	

	Modify a style
	
	
	

	Count the words in a document
	
	
	

	Insert a manual page break
	
	
	

	Create a hanging indent
	
	
	

	Insert a symbol automatically
	
	
	

	Create a hyperlink
	
	
	

	Sort selected paragraphs
	
	
	

	Go to a specific location in a document
	
	
	

	Move text
	
	
	

	Find and replace text
	
	
	

	Use the Paste Options button
	
	
	

	Understand how smart tags work
	
	
	

	Find a synonym for a word
	
	
	

	Check spelling and grammar at once
	
	
	

	Display the Web page associated with a hyperlink
	
	
	

	E-mail a copy of a document
	
	
	


Word Project 3 – Creating a Resume Using a Wizard and a Cover Letter with a Table

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Number 25 or all objectives (whichever is less).

	Create a resume using Word’s Resume Wizard
	
	
	

	Identify the Word screen in print layout view
	
	
	

	Zoom text width
	
	
	

	Identify styles in a document
	
	
	

	Replace selected text with new text
	
	
	

	Insert a line break
	
	
	

	AutoFormat text as you type
	
	
	

	Use print preview to view and print a document
	
	
	

	Open a new document window
	
	
	

	Add color to characters
	
	
	

	Set and use tab stops
	
	
	

	Switch from one open Word document to another
	
	
	

	Collect and paste using the Clipboard task pane
	
	
	

	Add a bottom border to a paragraph
	
	
	

	Clear formatting
	
	
	

	Convert a hyperlink to regular text
	
	
	

	Identify the components of a business letter
	
	
	

	Insert the current date
	
	
	

	Create an AutoText entry
	
	
	

	Insert a nonbreaking space
	
	
	

	Insert an AutoText entry
	
	
	

	Insert a Word table
	
	
	

	Enter data into a Word table
	
	
	

	Format a Word table
	
	
	

	Create a bulleted list as you type
	
	
	

	Address and print an envelope 
	
	
	

	Use Word’s Web Page Wizard to create a Web page
	
	
	


Word Project 4 - Creating a Document with a Table, Chart, and Watermark

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Number 25 or all objectives (whichever is less).

	Add a border and shading to a paragraph
	
	
	

	Format characters using the Font dialog box
	
	
	

	Insert clip art from the Web
	
	
	

	Center text vertically on a page
	
	
	

	Insert a section break
	
	
	

	Insert a Word document into an open document
	
	
	

	Create a header different from a previous header
	
	
	

	Change the starting page number in a section
	
	
	

	Create a footer different from a previous footer
	
	
	

	Format an existing Word table
	
	
	

	Sum columns in a table using the AutoSum button
	
	
	

	Select and format nonadjacent text
	
	
	

	Create a chart from a Word table
	
	
	

	Modify a chart in Microsoft Graph
	
	
	

	Format a chart in Word
	
	
	

	Keep paragraph lines together
	
	
	

	Add picture bullets to a list
	
	
	

	Create and apply a character style
	
	
	

	Use the Draw Table feature to create a table
	
	
	

	Change the direction of text in table cells
	
	
	

	Change alignment of text in table cells
	
	
	

	Insert a text watermark
	
	
	

	
	
	
	


Word Project 5 - Generating Form Letters, Mailing Labels, Envelopes, and Directories

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Number 25 or all objectives (whichever is less).

	Explain the merge process
	
	
	

	Use the Mail Merge Wizard and the Mail Merge toolbar
	
	
	

	Use a letter template for the main document in a mail merge
	
	
	

	Insert and format an AutoShape
	
	
	

	Format a drawing canvas
	
	
	

	Create a folder while saving
	
	
	

	Create and edit a data source
	
	
	

	Explain the terms, data record and data field
	
	
	

	Edit a field format
	
	
	

	Insert and edit merge fields in a main document
	
	
	

	Use an IF field in a main document
	
	
	

	Create an outline numbered list
	
	
	

	Apply a paragraph style
	
	
	

	Turn field codes on and off
	
	
	

	Merge and print form letters
	
	
	

	Selectively merge and print form letters
	
	
	

	Sort data records
	
	
	

	Address and print mailing labels
	
	
	

	Address and print envelopes
	
	
	

	Merge all data records to a directory
	
	
	

	Change page orientation
	
	
	

	Close all open Word documents
	
	
	

	
	
	
	


Word Project 6 - Creating a Professional Newsletter

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Number 25 or all objectives (whichever is less).

	Understand desktop publishing terminology
	
	
	

	Create a WordArt drawing object
	
	
	

	Format a WordArt drawing object
	
	
	

	Add ruling lines above and below paragraphs
	
	
	

	Insert a symbol into a document
	
	
	

	Insert and format a floating graphic
	
	
	

	Format a document into multiple columns
	
	
	

	Justify a paragraph
	
	
	

	Format a character as a drop cap
	
	
	

	Insert a column break
	
	
	

	Place a vertical rule between columns
	
	
	

	Insert and format a text box
	
	
	

	Shade a paragraph
	
	
	

	Size and position a text box
	
	
	

	Use the Paste Special command to link items in a document
	
	
	

	Balance columns
	
	
	

	Insert and format a diagram
	
	
	

	Use the Format Painter button
	
	
	

	Add a page border
	
	
	

	Highlight text
	
	
	

	Animate text
	
	
	

	Search for a file
	
	
	

	Insert, view, and edit comments
	
	
	

	Compare and merge documents
	
	
	


Excel Project 1 – Creating a Worksheet and Embedded Chart

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Number 25 or all objectives (whichever is less).

	Start Excel
	
	
	

	Describe the Excel worksheet
	
	
	

	Select a cell or range of cells
	
	
	

	Enter text and numbers
	
	
	

	Use the AutoSum button to sum a range of cells
	
	
	

	Copy a cell to a range of cells using the fill handle
	
	
	

	Bold font, change font size, and change font color
	
	
	

	Center cell contents across a series of columns
	
	
	

	Apply the AutoFormat command to format a range
	
	
	

	Use the Name box to select a cell
	
	
	

	Create a Column chart using the Chart Wizard
	
	
	

	Save a worksheet
	
	
	

	Print a worksheet
	
	
	

	Quit Excel
	
	
	

	Open a workbook
	
	
	

	Use the AutoCalculate area to determine totals
	
	
	

	Correct errors on a worksheet
	
	
	

	Use the Excel Help system to answer their questions
	
	
	


Excel Project 2 – Formulas, Functions, Formatting, and Web Queries

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Number 25 or all objectives (whichever is less).

	Enter multiple lines of text in the same cell
	
	
	

	Enter a formula using the keyboard
	
	
	

	Enter formulas using Point mode
	
	
	

	Identify the arithmetic operators +, -, *, /, %, and ^
	
	
	

	Recognize smart tags
	
	
	

	Apply the AVERAGE, MAX, and MIN functions
	
	
	

	Determine a percentage
	
	
	

	Verify a formula using Range Finder
	
	
	

	Change the font of a cell
	
	
	

	Color the characters and background of a cell
	
	
	

	Add borders to a range
	
	
	

	Format numbers using the Format Cells dialog box
	
	
	

	Add conditional formatting to a range of cells
	
	
	

	Align text in cells
	
	
	

	Change the width of a column and height of a row
	
	
	

	Check the spelling of a worksheet
	
	
	

	Preview how a printed copy of the worksheet will look
	
	
	

	Distinguish between portrait and landscape orientation
	
	
	

	Print a partial or complete worksheet
	
	
	

	Display and print the formulas version of a worksheet
	
	
	

	Print to fit
	
	
	

	Use a Web query to get real-time data from a Web site
	
	
	

	Rename sheets
	
	
	

	E-mail the active worksheet from within Excel
	
	
	


Excel Project 3 - What-If Analysis, Charting, and Working with Large Worksheets

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Number 25 or all objectives (whichever is less).

	Rotate text in a cell
	
	
	

	Create a series of month names
	
	
	

	Use the Format Painter button to format cells
	
	
	

	Copy and paste
	
	
	

	Insert and delete cells
	
	
	

	Use smart tags
	
	
	

	Format numbers using format symbols
	
	
	

	Freeze titles
	
	
	

	Display and format the system date
	
	
	

	Use absolute cell references in a formula
	
	
	

	Use the IF function to perform a logical test
	
	
	

	Copy absolute cell references
	
	
	

	Display and dock toolbars
	
	
	

	Add a drop shadow to a range of cells
	
	
	

	Create a 3-D Pie chart on a separate chart sheet
	
	
	

	Color worksheet tabs
	
	
	

	Rearrange sheets in a workbook
	
	
	

	Preview and print multiple sheets
	
	
	

	Use the Zoom box to change the worksheet view
	
	
	

	View different parts of the worksheet through window panes
	
	
	

	Use Excel to answer what-if questions
	
	
	

	Goal seek
	
	
	


Office 2
Access Project 4 - Reports, Forms, and Combo Boxes

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Number 25 or all objectives (whichever is less).

	Create a query for a report
	
	
	

	Use the Report Wizard to create a report
	
	
	

	Use the Report window to modify a report design
	
	
	

	Move between Design view and Print Preview
	
	
	

	Recognize sections in a report
	
	
	

	Save and close a report
	
	
	

	Print a report
	
	
	

	Create a report with grouping and subtotals
	
	
	

	Use the Form Wizard to create an initial form
	
	
	

	Use the Form window to modify a form design
	
	
	

	Place a calculated field on a form
	
	
	

	Place a combo box on a form
	
	
	

	Place a title on a form
	
	
	

	View data using a form
	
	
	

	
	
	
	


Access Project 5 - Enhancing Forms with OLE Fields, Hyperlinks, and Subforms

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Number 25 or all objectives (whichever is less).

	Add, update, and use date, memo, OLE, and hyperlink fields
	
	
	

	Change the row and column spacing in tables
	
	
	

	Save table properties
	
	
	

	Create a form with a subform
	
	
	

	Modify the subform design
	
	
	

	Move and resize fields on a form
	
	
	

	Change properties on a form
	
	
	

	Add a title to a form
	
	
	

	Use a form that contains a subform
	
	
	

	Use date and memo fields in a query
	
	
	

	Compact and repair a database
	
	
	


Access Project 6 - Creating an App. System Using Macros, Wizards, and the Switchboard Mgr.

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Number 25 or all objectives (whichever is less).

	Create and use lookup fields
	
	
	

	Create and use input masks
	
	
	

	Add single-field controls to reports and forms
	
	
	

	Add calculated controls to reports
	
	
	

	Create, modify, and run macros
	
	
	

	Create a copy of a macro
	
	
	

	Create and use a switchboard
	
	
	

	Modify switchboard pages and items
	
	
	


Excel Project 4 - Financial Functions, Data Tables, Amortization Schedules, and Hyperlinks

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Number 25 or all objectives (whichever is less).

	Control the color and thickness of outlines and borders
	
	
	

	Assign a name to a cell and refer to the cell in a formula by using the assigned name
	
	
	

	Determine the monthly payment of a loan using the financial function PMT
	
	
	

	Create a data table to analyze data in a worksheet
	
	
	

	Add a pointer to a data table
	
	
	

	Create an amortization schedule
	
	
	

	Determine the present value of a loan using the PV function
	
	
	

	Analyze worksheet data by changing values
	
	
	

	Add a hyperlink to a worksheet element
	
	
	

	Use names and the Set Print Area command to print sections of a worksheet
	
	
	

	Set print options
	
	
	

	Protect and unprotect cells in a worksheet
	
	
	

	Use the formula checking features of Excel
	
	
	


Excel Project 5 - Creating, Sorting, and Querying a Worksheet Database

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Number 25 or all objectives (whichever is less).

	Create a worksheet database
	
	
	

	Add computational fields to a database
	
	
	

	Use the VLOOKUP function to look up a value in a table
	
	
	

	Change the range assigned to a named database
	
	
	

	Use a data form to display records, add records, delete records, and change field values in a worksheet database
	
	
	

	Sort a worksheet database on one field or multiple fields
	
	
	

	Display automatic subtotals
	
	
	

	Use a data form to find records that meet comparison criteria
	
	
	

	Filter data to display records that meet comparison criteria
	
	
	

	Use the advanced filtering features to display records that meet comparison criteria
	
	
	

	Apply database functions to generate information about a worksheet database
	
	
	

	Print a database
	
	
	


Excel Project 6 - Creating Templates and Working with Multiple Worksheets and Workbooks

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Number 25 or all objectives (whichever is less).

	Create and use a template
	
	
	

	Utilize custom format codes
	
	
	

	Define, apply, and remove a style
	
	
	

	Add a worksheet to a workbook
	
	
	

	Create formulas that use 3-D references
	
	
	

	Consolidate data within the same workbook
	
	
	

	Draw a 3-D Cylinder chart
	
	
	

	Use WordArt to create a title
	
	
	

	Create and modify lines and objects
	
	
	

	Add comments to cells
	
	
	

	Add a header or footer to a workbook
	
	
	

	Change the page margins
	
	
	

	Insert a page break
	
	
	

	Use the Find and Replace commands
	
	
	

	Search for files on disk
	
	
	

	Create and use a workspace file
	
	
	

	Consolidate data by linking workbooks
	
	
	

	
	
	
	


PowerPoint Project 1 - Using a Design Template and Text Slide Layout to Create a Presentation
	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put slide or other location.
	Where in personal assignment (wait until after chapters done).

Number 25 or all objectives (whichever is less).

	Start and customize PowerPoint
	
	
	

	Describe the PowerPoint window
	
	
	

	Select a design template
	
	
	

	Create a title slide
	
	
	

	Change the font size and font style
	
	
	

	Save a presentation
	
	
	

	Add a new slide
	
	
	

	Create a text slide with a single-level bulleted list
	
	
	

	Create a text slide with a multi-level bulleted list
	
	
	

	End a slide show with a black slide
	
	
	

	Move to another slide in normal view
	
	
	

	View a presentation in slide show view
	
	
	

	Quit PowerPoint
	
	
	

	Open a presentation
	
	
	

	Check the spelling and consistency, correct errors, and edit a presentation
	
	
	

	Display a presentation in black and white
	
	
	

	Print a presentation in black and white
	
	
	

	Use the PowerPoint Help system to answer questions
	
	
	

	
	
	
	


PowerPoint Project 2 - Using the Outline Tab and Clip Art to Create a Slide Show

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put slide or other location.
	Where in personal assignment (wait until after chapters done).

Number 25 or all objectives (whichever is less).

	Create a presentation from an outline
	
	
	

	Start and customize a new slide show
	
	
	

	Create a presentation using the Outline tab
	
	
	

	Add a slide on the Outline tab
	
	
	

	Create text slides with a single-level bulleted list on the Outline tab
	
	
	

	Create text slides with a multi-level bulleted list on the Outline tab
	
	
	

	Create a closing slide on the Outline tab
	
	
	

	Save and review a presentation
	
	
	

	Change the slide layout
	
	
	

	Insert clip art from the Microsoft Clip Organizer
	
	
	

	Use the Automatic Layout Options button
	
	
	

	Move clip art
	
	
	

	Change clip art size
	
	
	

	Add a header and footer to outline pages
	
	
	

	Add an animation scheme to a slide show
	
	
	

	Animate clip art
	
	
	

	Run an animated slide show
	
	
	

	Print a presentation outline
	
	
	

	E-mail a slide show from within PowerPoint
	
	
	

	
	
	
	


PowerPoint Project 3 - Using Visuals to Enhance a Slide Show

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put slide or other location.
	Where in personal assignment (wait until after chapters done).

Number 25 or all objectives (whichever is less).

	Create presentations using visuals
	
	
	

	Open a Microsoft Word outline as a presentation
	
	
	

	Modify a clip
	
	
	

	Customize bullets using the slide master
	
	
	

	Insert and format a table
	
	
	

	Create and format an organization chart
	
	
	

	Apply a new design template to a single slide
	
	
	

	Rearrange slides
	
	
	

	Add an animation scheme to selected slides
	
	
	

	Print slides as handouts
	
	
	

	
	
	
	


PowerPoint Project 4 - Modifying Visual Elements and Presentation Formats

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put slide or other location.
	Where in personal assignment (wait until after chapters done).

Number 25 or all objectives (whichever is less).

	Create a presentation using the AutoContent Wizard
	
	
	

	Modify a presentation template by changing the color scheme
	
	
	

	Add information to the Footer Area of the slide master
	
	
	

	Add a bitmap graphic to a background
	
	
	

	Create a WordArt element and add it to a slide
	
	
	

	Scale a WordArt element
	
	
	

	Add sound effects to slides
	
	
	

	Create folders for storing presentations
	
	
	

	Add a chart to a slide
	
	
	

	Insert an Excel chart on a slide
	
	
	

	Insert a Word table on a slide
	
	
	

	Add hyperlinks to slides
	
	
	

	Embed fonts in presentations
	
	
	

	Apply transition effects to a presentation
	
	
	

	Rehearse presentation timings
	
	
	

	Print speaker notes
	
	
	

	Save slide presentations as Rich Text Format outlines
	
	
	

	Run a slide show with hyperlinks
	
	
	

	
	
	
	


Internet Programming (HTML)

Introduction to HTML

	Objective
	Type code

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Number 25 or all objectives (whichever is less).

	Describe World Wide Web & key terms
	
	
	

	Identify types & purposes of Web sites
	
	
	

	Discuss Web browsers & purposes
	
	
	

	Define HTML & standards for Web development
	
	
	

	Describe Web editors
	
	
	

	Discuss 5 phases of Web development life cycle
	
	
	

	Describe Web site layouts & purposes
	
	
	

	Describe importance of testing Web development
	
	
	


HTML 1 – Creating and Editing a Web Page

	Objective
	Type code

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Identify elements of a Web Page
	
	
	

	Start Notepad
	
	
	

	Describe the Notepad window
	
	
	

	Enter the <HTML>, <HEAD>, <TITLE>, and <BODY> tags
	
	
	

	Enter a paragraph of text, a bulleted list, and HTML tags
	
	
	

	Save an HTML file
	
	
	

	Change the background color of a Web page
	
	
	

	Center a heading
	
	
	

	Start your browser
	
	
	

	View the HTML file in your browser
	
	
	

	Print an HTML file from Notepad
	
	
	

	Print a Web page from your browser
	
	
	

	Use a definition list
	
	
	

	Quit Notepad
	
	
	

	Quit your browser
	
	
	


HTML 2 – Creating a Web Site with Links

	Objective
	Type code

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Describe linking terms and definitions
	
	
	

	Add a link to another Web page
	
	
	

	Create a home page
	
	
	

	Enhance a Web page using images
	
	
	

	Add bold, italics, and color to text
	
	
	

	Change bullet type
	
	
	

	Insert a background image
	
	
	

	Insert a horizontal rule image
	
	
	

	Add an e-mail link
	
	
	

	View the HTML file and test the links
	
	
	

	Edit the second Web page
	
	
	

	Insert an image and wrap text around an image
	
	
	

	Add a text link to another Web site
	
	
	

	Add an image link to another Web site
	
	
	

	Create links within a Web page
	
	
	

	Set link targets
	
	
	

	Add links to set targets
	
	
	

	Describe types of image files
	
	
	

	Control image sizing
	
	
	

	Locate images
	
	
	


HTML 3 – Creating Tables in a Web Site

	Objective
	Type code

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Define table elements
	
	
	

	Describe the steps used to plan, design, and code a table
	
	
	

	Create a borderless table with images only
	
	
	

	Create a list of links with text
	
	
	

	Create a borderless table with text only
	
	
	

	Create a menu bar with links
	
	
	

	Create a table with borders
	
	
	

	Change the horizontal alignment of text
	
	
	

	Add color to individual cells
	
	
	

	Add color to entire rows
	
	
	

	Insert a caption beneath a table
	
	
	

	Alter the spacing between cells using the CELLSPACING attribute
	
	
	

	Alter the spacing within cells using the CELLPADDING attribute
	
	
	

	Use the ROWSPAN attribute
	
	
	

	Use the COLSPAN attribute
	
	
	

	Use blank cells
	
	
	


HTML 4 – Creating an Image Map

	Objective
	Type code

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Sketch hotspots on an image
	
	
	

	Describe how x- and y- coordinates relate to vertical and horizontal alignment
	
	
	

	Use Paint to map the coordinates of an image
	
	
	

	Use the <MAP></MAP> tags to begin and end a map
	
	
	

	Insert an image into a table and use the USEMAP attribute to define a map
	
	
	

	Use the <AREA> tag to indicate the shape, coordinates, and URL for a mapped area
	
	
	

	Change link colors
	
	
	

	Create a link list
	
	
	

	Insert a chart into a table on a Web page
	
	
	


HTML 5 – Creating Frames on a Web Page

	Objective
	Type code

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Define terms related to frames
	
	
	

	Describe the steps used to design a frame structure
	
	
	

	Plan and lay out frameset
	
	
	

	Create a frame definition file
	
	
	

	Use the <FRAMESET> tag
	
	
	

	Use the <FRAME> tag
	
	
	

	Change frame scrolling options
	
	
	

	Name a frame content target
	
	
	

	Identify Web pages to display at startup
	
	
	

	Set frame rows
	
	
	

	Set frame columns
	
	
	

	Create a header page with an image and text
	
	
	

	Create a navigation page
	
	
	

	Create a home page
	
	
	


HTML 6 – Creating Forms on a Web Page

	Objective
	Type code

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Define terms related to forms
	
	
	

	Describe the different form controls and their uses
	
	
	

	Use the <FORM> tag
	
	
	

	Use the <INPUT> tag
	
	
	

	Create radio buttons
	
	
	

	Create a text field
	
	
	

	Create a textarea field
	
	
	

	Use the <SELECT> tag
	
	
	

	Use the <OPTION> tag
	
	
	

	Create a selection menu
	
	
	

	Insert options into a selection menu
	
	
	

	Create a Submit button
	
	
	

	Create a Reset button
	
	
	


HTML 7 – Working with Style Sheets

	Objective
	Type code

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Describe the three different types of cascading style sheets
	
	
	

	Add an embedded style sheet to a Web page that changes the link styles
	
	
	

	Add an external style sheet that changes the background, link styles, paragraph text, and table styles
	
	
	

	Use the <LINK> tag to insert a link to an external style sheet
	
	
	

	Add an inline style sheet to a Web page that changes the text style
	
	
	

	Understand how to define style classes
	
	
	


HTML 8 – Integrating JavaScript and HTML

	Objective
	Type code

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Discuss how to integrate JavaScript with HTML
	
	
	

	Insert <SCRIPT> tags on a Web page
	
	
	

	Write start and end <SCRIPT> tags
	
	
	

	Define and use flickering to draw attention
	
	
	

	Describe the background color property of the document object
	
	
	

	Set the background color of a Web page using JavaScript
	
	
	

	Save the HTML file
	
	
	

	Test the Web page
	
	
	

	Discuss JavaScript variables
	
	
	

	Extract the system date
	
	
	

	Use several variables to construct a message
	
	
	

	Describe the write() method of the document object
	
	
	

	Write a user-defined function that displays a message and links visitors to a new Web site
	
	
	

	Describe how the setTimeout() method works
	
	
	

	Use the lastModified property to display the last modified document date
	
	
	

	Print an HTML Notepad file***
	
	
	


HTML 9 – Creating Pop-up Windows, Adding Scrolling Messages, and Validating Forms

	Objective
	Type code

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Explain the four basic components of a scrolling message
	
	
	

	Write a user-defined function to display a scrolling message in a form text box
	
	
	

	Describe the If statement
	
	
	

	Define conditionals and discuss the conditional operands
	
	
	

	Define recursion
	
	
	

	Describe the focus() method
	
	
	

	Write a user-defined function to calculate mortgage payments
	
	
	

	Validate data entry using a nested If…Else statement
	
	
	

	Describe the parseInt(), parseFloat(), and isNaN() built-in functions
	
	
	

	Describe the math pow() method
	
	
	

	Write a user-defined function to format output in currency format
	
	
	

	Discuss For and While loops
	
	
	

	Use the open() method to display another Web page in a pop-up window
	
	
	

	Use the lastModified property to display the date a Web page was last modified
	
	
	


HTML 10 – Using DHTML to Enhance Web Pages

	Objective
	Type code

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Define DHTML and explain its uses in Web page development
	
	
	

	Define the document object model (DOM)
	
	
	

	Write code to differentiate between Internet Explorer and Netscape browsers
	
	
	

	Create a cross browser scrolling marquee
	
	
	

	Create dynamic layer areas using JavaScript
	
	
	

	Use the eval() global function to create code usable in both browsers
	
	
	

	Integrate cascading style sheets into JavaScript statements
	
	
	

	Use onMouseover and onMouseout event handlers to execute pop-up ScreenTips
	
	
	

	Use ID and CLASS properties in a style sheet
	
	
	

	Integrate the <SPAN. tag in JavaScript statements
	
	
	

	Embed style commands in the <SPAN> tag in JavaScript statements
	
	
	

	Use the JavaScript setTimeout() and clearTimeout() methods
	
	
	

	Use the JavaScirpt write() method to write text directly to the document
	
	
	

	Call JavaScript functions directly with the JavaScript command
	
	
	

	Use the JavaScript close() method to close a browser window
	
	
	


HTML 11 – Creating and Using XML Documents

	Objective
	Type code

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Describe an XML document
	
	
	

	State the W3C design goals for creating XML tags
	
	
	

	Name 10 real-world uses for XML
	
	
	

	State the syntax rules for a well-formed and valid XML document
	
	
	

	State the rules for creating a generic identifier (GI)
	
	
	

	Define document prolog and document instance
	
	
	

	Describe the purpose of processing instructions
	
	
	

	Describe the purpose of Document Type Definitions
	
	
	

	Bind a CSS file to an XML document
	
	
	

	Describe the purpose of XSL style sheets
	
	
	

	Bind an XSL style sheet to an XML document
	
	
	

	Describe the XSL template, for-each, order-by, and value-of elements
	
	
	

	Bind an XML document to an HTML Web page
	
	
	

	Discuss the built-in table element methods
	
	
	

	Create a JavaScript user-defined function to search an XML document
	
	
	

	Define recordset and describe how the EOF property is used
	
	
	

	
	
	
	

	
	
	
	


Flash (Video Production A)

Flash 1 -  Getting Started with Macromedia Flash

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Describe the features of the Flash environment
	
	
	

	Start Flash
	
	
	

	Use Controller
	
	
	

	Test movie
	
	
	

	Create basic animation
	
	
	

	Change brightness of an object
	
	
	

	Add a layer
	
	
	

	Modify the frame rate
	
	
	

	Steps to Plan a Web Site
	
	
	

	Publish a movie for distribution on the Web
	
	
	

	Create a projector file
	
	
	



Flash 2 -  Drawing Objects in Macromedia Flash

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Describe pixels
	
	
	

	Show gridlines
	
	
	

	Draw circle
	
	
	

	Draw square
	
	
	

	Draw a line
	
	
	

	Change color of circle or other shape
	
	
	

	Change outline (also called stroke) of shape
	
	
	

	Create a gradient
	
	
	

	Copy an object
	
	
	

	Resize an object
	
	
	

	Reshape an object
	
	
	

	Rotate an object
	
	
	

	Flip an object
	
	
	

	Create text
	
	
	

	Add a new layer
	
	
	

	Rename a layer
	
	
	

	Delete a layer
	
	
	

	Create a guide layer
	
	
	



Flash 3 -  Working with Symbols and Interactivity

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Create a symbol
	
	
	

	Create an instance of a symbol
	
	
	

	Break apart an instance
	
	
	

	Create folder in Library panel
	
	
	

	Display properties of a symbol
	
	
	

	Rename a symbol
	
	
	

	Create a button
	
	
	

	Add a stop action to a frame
	
	
	

	Assign a play action to a button
	
	
	

	Assign a goto frame action to a button
	
	
	



Flash 4 -  Creating Animations

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Change the frame rate
	
	
	

	Create motion-tweened animation
	
	
	

	Add a motion guide to an animation
	
	
	

	Accelerate an animated object
	
	
	

	Display Onion Skin
	
	
	

	View a Timeline Effect in the Library
	
	
	

	Remove a Timeline Effect
	
	
	

	Copy Frame
	
	
	

	Fade in Text
	
	
	



Flash 5 -  Creating Special Effects

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Adjust the rate of change in a shape-tweened animation
	
	
	

	Use shape hints
	
	
	

	Create a mask layer
	
	
	

	Add a sound to a movie
	
	
	

	Add a sound to a button
	
	
	

	Add and name a scene
	
	
	

	Add interactivity to scenes
	
	
	

	Add a Stop Action to a Frame
	
	
	

	Assign an Action to a Drop Down Button
	
	
	



Flash 6 -  Preparing and Publishing Movies

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Publish using the default settings
	
	
	

	Create a GIF animation from a movie 
	
	
	

	Create a JPEG image from a frame of a movie
	
	
	

	Play a movie stored on your computer in a browser
	
	
	

	Test download time for a movie
	
	
	

	Use the Bandwidth Profiler
	
	
	

	Reduce movie file size
	
	
	

	Change HTML publish settings
	
	
	

	Edit an HTML document
	
	
	



Flash 7 -  Importing and Modifying Graphics

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Import a layered PNG file
	
	
	

	Import an Adobe Illustrator file
	
	
	

	Import an Adobe Photoshop file saved in JPG format
	
	
	

	Change compression settings of a bitmap
	
	
	

	Break apart a bitmap
	
	
	

	Trace a bitmap image
	
	
	



Flash 8 -  Building Complex Animations

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Work with a movie clip symbol (test movie)
	
	
	

	Assign a stop action to the timeline
	
	
	

	Delete objects from the timeline
	
	
	

	Move frames
	
	
	

	Move an animated graphic symbol to the stage
	
	
	

	Create a movie clip symbol
	
	
	

	Create an animated button
	
	
	

	Place an animated button on the stage
	
	
	

	Add a button action
	
	
	



Flash 9 -  Using ActionScript

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Create a frame label
	
	
	

	Work in Actions panel to turn on line numbers
	
	
	

	Add comment to the code
	
	
	

	Assign an instance name to a movie clip symbol
	
	
	

	Copy ActionScript between objects
	
	
	

	Use ActionScript to make a movie clip draggable
	
	
	

	Create a conditional action
	
	
	

	Use ActionScript to change the properties of a movie clip symbol
	
	
	

	Create an input tet box
	
	
	

	Create a dynamic text box
	
	
	

	Copy ActionScript code
	
	
	

	Use the Number function
	
	
	



Flash 10 -  Adding Sound and Video

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Create a sound loop
	
	
	

	Set synchronization to the Stream option
	
	
	

	Synchronize a streaming sound with an animation
	
	
	

	Add the synchronized animation to the stage
	
	
	

	Set synchronization to the Start option
	
	
	

	Set synchronization to the Stop option
	
	
	

	Link a sound file with a movie
	
	
	

	Start a sound using ActionScript
	
	
	

	Stop a sound using ActionScript
	
	
	

	Import a video
	
	
	

	Attach actions to video control buttons
	
	
	

	Synchronize sound to a video clip
	
	
	



Flash 11 -  Using Advanced ActionScript

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Hide the cursor
	
	
	

	Create a custom cursor using X and Y coordinates
	
	
	

	Track user interactions with the increment operator
	
	
	

	Track user interactions with the decrement operator
	
	
	

	Create a Web site link
	
	
	

	Create a link to an e-mail address
	
	
	

	Post information to a Web site
	
	
	

	Load a movie
	
	
	

	Set a level for a movie
	
	
	

	Stack movies
	
	
	

	Unload a movie
	
	
	

	Create a conditional branching using if and else actions
	
	
	

	Create a loop using if
	
	
	

	Add user feedback to the loop
	
	
	

	Create a while loop
	
	
	



Flash 12 -  Working with Behaviors and Components

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Use Behaviors to create a button link
	
	
	

	Use Component to create a link to a Web site
	
	
	

	Use Component to load a graphic
	
	
	

	Use Components to load text
	
	
	

	Use Components to load an animation
	
	
	

	Use Components to load a sound from the Library panel
	
	
	

	Use Components to add a streaming sound
	
	
	

	Use Components to create a form
	
	
	


Flash Advanced (Video Production B)
Flash Advanced Introduction and Chapter 1 –Background

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation, answer, or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Get an overview of what Flash can do and determine what you think is good Flash development.
	
	
	

	Out of the list of items on page 3, list two things you really want to learn in this class.
	
	
	

	Do you meet the requirements for this Flash class and will you be successful?
	
	
	Not necessary

	What is modular development and why is it important?
	
	
	

	Why are you looking at a Web site?
	
	
	Not necessary

	Determine if the Lynda.com videos that go with the book are worth it.
	
	Not necessary
	Not necessary


Flash Advanced 2 –Where Do I Start?

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.


Flash Advanced 3 – Getting Started

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.


Flash Advanced 4 –Using the LoadVars Class

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.


Flash Advanced 5 –Using HTML and CSS

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.


Flash Advanced 6 – Using the TextFormat Class

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.


Flash Advanced 7 – Building a Slideshow

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.


Flash Advanced 8 – Building a Preloader

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.


Flash Advanced 9 – Building a Form

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.


Flash Advanced 10 – Building an MP3 Player

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.


Flash Advanced 11 – Building a Video Player

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.


Flash Advanced 12 – Building the Main Menu

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.


Flash Advanced 13 – Getting it Ready for the World

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.


Dreamweaver 

Dreamweaver 1 – Getting Started with Dreamweaver

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Describe the Dreamweaver workspace 
	
	
	

	Start Dreamweaver
	
	
	

	Change views
	
	
	

	Open a Web page
	
	
	

	Use Dreamweaver help
	
	
	

	Identify key questions for planning a Web site
	
	
	

	Create a root folder
	
	
	

	Define a Web site
	
	
	

	Set up Web server access
	
	
	

	Add a folder to a Web site
	
	
	

	Set the default images folder
	
	
	

	Set the home page
	
	
	

	Save a graphic in the assets folder
	
	
	

	Add pages to a Web site
	
	
	

	Select site map options
	
	
	

	View a site map
	
	
	


Dreamweaver 2 – Developing a Web Page

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	What are the key guidelines of page layout?
	
	
	

	Edit a page title
	
	
	

	Enter keywords
	
	
	

	Enter a description
	
	
	

	Set the page background color
	
	
	

	Format text
	
	
	

	Import text
	
	
	

	Set text properties
	
	
	

	Create a navigation bar
	
	
	

	Format a navigation bar
	
	
	

	Add links to Web pages
	
	
	

	Create an email link
	
	
	

	View the linked pages in the site map
	
	
	

	Use the History panel
	
	
	

	Use the Code Inspector
	
	
	

	Use the Reference panel
	
	
	

	Insert a date object
	
	
	

	Test Web pages by viewing them in a browser
	
	
	


Dreamweaver 3 – Working with Text and Graphics

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Describe the difference between an unordered and ordered list
	
	
	

	Create an unordered list
	
	
	

	Format an unordered list
	
	
	

	Create an ordered list
	
	
	

	Format an ordered list
	
	
	

	Describe what a Cascading Style Sheet is
	
	
	

	Create a Cascading Style Sheet and a style
	
	
	

	Apply a Cascading Style Sheet
	
	
	

	Edit a Cascading Style Sheet
	
	
	

	Add a style to a Cascading Style Sheet
	
	
	

	Attach a style sheet
	
	
	

	Insert a graphic
	
	
	

	Align a graphic
	
	
	

	Add a border
	
	
	

	Add horizontal space
	
	
	

	Apply the Brightness/Contrast feature to a graphic
	
	
	

	Use alternate text
	
	
	

	Insert a background image
	
	
	

	Remove a background image from a page
	
	
	

	Delete files from a Web site
	
	
	


Dreamweaver 4 – Working with Links

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Create an external link
	
	
	

	View external links in the site map
	
	
	

	Create an internal link
	
	
	

	View internal links in the site map
	
	
	

	Insert a named anchor
	
	
	

	Create an internal link to a named anchor
	
	
	

	Create Flash text
	
	
	

	Change the alignment of Flash text
	
	
	

	Create a navigation bar using images
	
	
	

	Add elements to a navigation bar
	
	
	

	Manage Web site links
	
	
	

	Update a page
	
	
	


Dreamweaver 5 – Working with Tables

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Create a table
	
	
	

	Set table properties
	
	
	

	View the table in Layout mode
	
	
	

	Resize columns
	
	
	

	Resize rows
	
	
	

	Split cells
	
	
	

	Merge cells
	
	
	

	Insert graphics in table cells
	
	
	

	Align graphics in table cells
	
	
	

	Insert text
	
	
	

	Insert text using a nested table
	
	
	

	Format cells
	
	
	

	Modify cell content
	
	
	

	Usual visual aids to check layout
	
	
	

	Check for broken links
	
	
	

	Check for orphaned files
	
	
	

	Verify that all colors are Websafe
	
	
	

	Check for untitled documents
	
	
	

	Check for missing alternate text
	
	
	


Dreamweaver 6 – Collecting Data with Forms

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Describe what forms are used for
	
	
	

	Insert a form
	
	
	

	Set form properties
	
	
	

	Add a table to a form
	
	
	

	Add form labels to table cells
	
	
	

	Add form labels using the Label button
	
	
	

	Insert single-line text fields
	
	
	

	Insert multiple-line text field
	
	
	

	Insert checkboxes
	
	
	

	Add radio groups to a form
	
	
	

	Add a menu
	
	
	

	Insert a hidden field
	
	
	

	Add Submit and Reset buttons
	
	
	

	Creating required fields
	
	
	


Dreamweaver 7 – Using Styles and Style Sheets

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Describe the types of style sheets and what they are used for
	
	
	

	Create a custom style
	
	
	

	Apply a custom style
	
	
	

	Modify a custom style
	
	
	

	Redefine an HTML tag
	
	
	

	Edit an embedded style
	
	
	

	Delete an embedded style
	
	
	

	Modify an external CSS style sheet
	
	
	

	Add hyperlink styles
	
	
	

	Add custom code to a style sheet
	
	
	

	Delete external styles from a style sheet
	
	
	

	Compare conflicting styles
	
	
	


Dreamweaver 8 – Positioning Objects with Layers
	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Describe what layers are used for
	
	
	

	Draw a layer
	
	
	

	Define a layer
	
	
	

	Set the left and top position of a layer
	
	
	

	Set layer height and width
	
	
	

	Set a layer’s Z-Index value
	
	
	

	Add an image to a layer
	
	
	

	Set a background image
	
	
	

	Add and format text on a layer
	
	
	

	Change the name of a layer
	
	
	

	Controlling layer visibility
	
	
	

	Work with nested layers
	
	
	

	Control the appearance of a layer
	
	
	

	Adjust for Netscape resize problems
	
	
	


Dreamweaver 9 – Adding Multimedia Elements

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Insert Flash buttons
	
	
	

	Edit a Flash button
	
	
	

	Insert Flash movies
	
	
	

	Play a Flash movie in Dreamweaver and in browser
	
	
	

	Modify a Flash file from Dreamweaver
	
	
	

	Add a rollover image
	
	
	

	Add sound effects
	
	
	

	Edit a behavior
	
	
	

	Create an image map
	
	
	


Dreamweaver 10 – Creating and Using Templates

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Describe what a template is used for
	
	
	

	Create a template from an existing page
	
	
	

	Create an editable region
	
	
	

	Modify a template
	
	
	

	Create a new page based on a template
	
	
	

	Modify editable regions in a template
	
	
	

	Add links to template-based pages
	
	
	

	Convert existing pages to template-based pages
	
	
	

	Make changes to a template
	
	
	

	Update all template-based pages in a site
	
	
	


Dreamweaver 11 – Working with Library Items and Snippets

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Describe what a Library Item is
	
	
	

	Describe what a Snippet is
	
	
	

	Create a text-based library item
	
	
	

	Create an image-based library item
	
	
	

	Edit an image-based library item
	
	
	

	Update library items
	
	
	

	Edit a text-based library item
	
	
	

	Add a library item to a page
	
	
	

	Make a library item editable on a page
	
	
	

	Delete a library item
	
	
	

	Recreate a library item
	
	
	

	Add a predefined snippet to a page
	
	
	

	Modify snippet text
	
	
	

	Modify snippet links
	
	
	

	Create a new snippet
	
	
	


Dreamweaver 12 – Managing a Web Server and Files

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	Describe what a Remote Site is
	
	
	

	Set up Web server access on an FTP site
	
	
	

	Set up Web server access on a local or network folder
	
	
	

	View a Web site on a remote server
	
	
	

	Upload files to a remote server
	
	
	

	Synchronize files
	
	
	

	Enable the Check In/Check Out feature
	
	
	

	Check out a file
	
	
	

	Check in a file
	
	
	

	Cloak and uncloak a folder
	
	
	

	Cloak selected file types
	
	
	

	Export a site definition
	
	
	

	Import a site definition
	
	
	

	View the imported site
	
	
	

	Describe Copyright and Fair Use
	
	
	


Game Development (Flash)
Game Flash 1 – The Flash Renaissance
	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or answer or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.


Game Flash 2 – The Elements of Game Design

	Objective or Question
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or answer or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.


Game Flash 3 – Whack a Capsule

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	If Flash is open, how do you create a new document?
	
	
	

	How do you open the Properties panel if it is not visible?
	
	
	

	How do you open the Properties dialog box?
	
	
	

	How do you create a new layer?
	
	
	

	How do you rename a layer?
	
	
	

	How do you import a graphic to the stage?
	
	
	

	How do you make a layer so you can’t change it?
	
	
	

	How do you convert an object to a symbol?
	
	
	

	How do you hide a layer?
	
	
	

	How do you create a mask layer?
	
	
	

	How do you open up the Actions panel?
	
	
	

	How do you insert a keyframe?
	
	
	

	How do you bring up the Transform dialog box?
	
	
	

	How do you open up the Library?
	
	
	

	
	
	
	


Game Flash 4 – Block Breaker

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	
	
	
	


Game Flash 5 – Moon Fighter

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	
	
	
	


Game Flash 6 – Sound for Games

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	
	
	
	


Game Flash 7 – Sound Hunter

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	
	
	
	


Game Flash 8 – Saving Data

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	
	
	
	


Game Flash 9 – Optimization for Games

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	
	
	
	


Game Flash 10 – The Optimized Game: AA Bomb

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	
	
	
	


Game Flash 11 – Bitmaps, the Bitmap Data Object, and Bitmap Art

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	
	
	
	


Game Flash 12 – Jungle Adventure

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	
	
	
	


Game Flash 13 – Physics for Games

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	
	
	
	


Game Flash 14 – Mars Racer

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	
	
	
	


Game Flash 15 – Creating Standalone Games

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	
	
	
	


Game Flash 16 – Portable Games

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	
	
	
	


Game Flash 17 – Entering the Third Dimension

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	
	
	
	


Game Flash 18 – The 3D Game: Asteroid Run

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	
	
	
	


Game Flash 19 – ActionScript for Games Primer

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	
	
	
	


Game Flash 20 – The Future of Games

	Objective
	Keyboard shortcut

Or Menu, Submenu(s)

Or Toolbar button

Or explanation or other steps
	Where in project (first document in chapter) 

Or page number in book

Type text or put cell or other location.
	Where in personal assignment (wait until after chapters done).

Use all non descriptive objectives.

	
	
	
	


