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Lab 05:

Word Processing (part 1)
1. Lab Objectives

The students should understand and have hands on experience in

1. Creating, editing, and saving

2. Creating and inserting tables in a word document

3. Inserting objects like symbols, diagrams, images, etc into a word document

2. Exercises

1. Go to PYP-002 Website. Download and Save the file ExLab05.doc to your Desktop.
2. Download and Save the file KFUPMLOGO.JPG to your "My Pictures" folder.
3. Start Microsoft Word.
4. Open the file ExLab05.doc from your Desktop.

5. Insert KFUPMLOGO.JPG in the left-Top Corner of the document.

6. Set The Picture "Layout" as Square

7. Add ™ after the words: Microsoft and Thomson Learning
8. Add the following text at the end of the documents:
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9. Create a table of 2 columns and 10 rows

10. Cut and Paste the detail grading policy to the table, as seen in the figure below

11.  Add the background color to the appropriate cells, as seen in the figure below
12. Merge the appropriate cells, as seen in the figure below
13. Your Final Document should be look like the following figure:
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PYP 002 — Prepasatory Computer Science
Syllabus

Course Description:

Tntroduction to computer systems components, Windows operating,
systems and its utilities, Hands-on exposure to applications
software (MicrosoRt™ Office 2003), Introduction to Internet tools and technologies,

Prerequisite: None

Textbook:

“Practical Computer Literacy”
Parsons and Oja, Thomson Learning™, ISBN 0-619-21389-2

Course Objective

The course is designed to provide prep year students with skills and knowledge necessary
for using computers in their future courses. Emphasis will be given to applications and
independent work. Also the course helps students to pass ICDL exams

Grading policy:
Tem Grade
Aftendance 8%
Tab Excrcises 2%
[Eeams )

Exam | 15%
Exam 2 5%
Exam 3 5%
Examd 5%
Final Exam 20%
Total 100%

Important Notes:

1. Lab attendance is a must. Threeldh absences will eam you a DN grade

2. No make-up exams.

3. Cheating in whatever form will not be taken lightly and could lead to damaging
consequences.










