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Chapter 1: Working with the Office Programs
|crosoft'

Chapter 2: Working with Office Documents

Chapter 3: Formatting Office Documents

Chapter 4: Adding and Editing Graphics LY
Chapter 5: Inserting Text and Other Items.
Chapter 6: Formatting Word Documents
Chapter 7: Working with Microsoft Word’s Features
Chapter 8: Building Word Tables
Chapter 9: Adding Document Elements.

: Building an Excel Spreadsheet
lorking with Excel Ranges
ormatting Excel Data
Manipulating Formulas and Functions
Chapter 14: Visualizing Data with Excel Charts
Chapter 15: Building a PowerPoint Presentation
Chapter 16: Formatting PowerPoint Stides
Chapter 17: Setting Up and Running a Slide Show
Chapter 18: Sending and Receiving E-Mail
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Assignment #3
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Working for Freedom
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Working for Freedom (30:00)

As industrial progress continues and the gap
between the rich and poor widens, a new labor
movement emerges to advocate for workers'
rights. The strike at Lawrence, Massachusetts, is a
victory for workers; and Susan B. Anthony paves
the way for women's right to vote. Part of the
series Freedom: A History of US. Distributed by
PBS Distribution. (30 minutes)
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Working for Freedom (30:00) Source: PBS
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Mountain West Digital Library your courses!

m “Generation Rx: Reading, Writing, and Ritalin"
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SLCC Digital Collections

The Salt Lake Community College Digital Collections provide access to a range
of digitized materials. Serving as the digital archives of Salt Lake Community
College, the collections feature digitized archival photographs and documents
that chronicle the history of the College. Starting Fall Semester 2007,

SLCC invites faculty and students to submit their scholarly and creative work to
our digital collections. You can access contributed works such as issues of Folio :
a literary magazine in our Scholarly and Creative Works collection.

To find out more information about current projects and collections,
check out the Archives and Digitization Initiatives Site for SLCC
Archives and Digital Collections!
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Assignment #5
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Learning Objectives for Chapter One
At the end of this chapter, you should be able to:

« identify the keywords or main concept in your topic

« formulate and state a research question

« broaden or narrow the scope of your research

« determine the information requirements of a research question, problem or issue

« recognize whether particular types of sources, formats or points of view are needed
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Assignment # 6

LibGuides is a vast resource on the Elie website for finding information on almost any subject
you can think of. The interest areas range from the arts to health sciences to vocations. Each
subject further provides detailed sources for specific areas of interest. For example under
vocations there are guides for educational training ranging from Automotive Mechanic,
Biotechnology Tech, Culinary Arts, EMT Certification, Real-Estate and many, many more. This

is a great site for anyone interested in career possibilities.



