Student Learning Outcomes (SLO) for CIT 021
CIT 021: Advanced Word
Student will utilize advanced document formatting features to produce documents.  Examples may include (but are not limited to) the following:

1. Student will automate repetitive word processing tasks by creating a macro that successfully automates two steps in an editing sequence.

2. Create a merge main document for a company that services a specific business need.  Includes in the main document variable fields such as: a title, first name, last name, company name, address, and telephone number. Design your own company's letterhead. Insert an appropriate clip art and other element to add visual interest. Create a data source document of people who will be mailed a letter introducing your company's services.  Merge the main document with the data source. Use the mail merge and prepare mailing labels for the recipients in the data source document.
