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No solution files for this lesson.
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Lesson 4

Using Command Options
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Whole	  Grains	  Bread	  Store	  #89	  Employee	  List	  

	  

Position	   First	  Name	   Last	  Name	   Date	  Hired	   Email	   Telephone	  

Clerk	   Karen	   Smith	   5/8/2014	   karen.smith@wgbreads.net	   555-‐555-‐5551	  

Clerk	   William	   Brown	   1/17/2014	   william.brown@wgbreads.net	   555-‐555-‐5552	  

Baker	   Jorge	   Hernandez	   9/22/2013	   jorge.hernandez@wgbreads.net	   555-‐555-‐5553	  

Baker	   Lisa	   McAnn-‐Dinardo	   10/11/2013	   lisa.mcann.dinardo@wgbreads.net	   555-‐555-‐5554	  

Baker	   Amil	   Muhammed	   6/1/2012	   amil.muhammed@wgbreads.net	   555-‐555-‐5555	  

Baker	   Peter	   Shepherd	   5/22/2012	   peter.j.shepherd@wgbreads.net	   555-‐555-‐5556	  

Stock	   Jackson	   Little	   7/13/2014	   jackson.little@wgbreads.net	   555-‐555-‐5557	  

Assistant	  Manager	   Angela	   Greene	   8/23/2003	   angela.greene@wgbreads.net	   555-‐555-‐5558	  

Assistant	  Manager	   Kevin	   Duchesne	   9/22/2012	   kevin.duchesne@wgbreads.net	   555-‐555-‐5559	  

Manager	   	   	   	   	   555-‐555-‐5560	  
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Lesson 5

Managing Program Windows

B05TryA_solution

B05TryG_solution

Whole	  Grains	  Bread	  
320	  Magnolia	  Avenue	  
Larkspur,	  California	  94939	  
Use	  our	  store	  locator	  at	  www.wholegrainsbread.net	  to	  find	  a	  retail	  outlet	  near	  
you.	  
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Lesson 6

Using Microsoft Office Help

African	  Safari	  
Join	  Voyager	  Travel	  Adventures	  on	  a	  14-‐day	  photographic	  safari	  in	  the	  heart	  of	  Tanzania.	  You	  
will	  spend	  most	  of	  your	  time	  viewing	  wildlife	  in	  its	  natural	  habitats,	  including	  elephants,	  rhinos,	  
lions,	  and	  cheetahs.	  You	  will	  enjoy	  the	  luxurious	  comfort	  of	  our	  private	  camps,	  including	  
gourmet	  meals.	  

Highlights	  include	  the	  Serengeti	  National	  Park,	  Ngoro	  Ngoro	  Crater,	  Ngoro	  Ngoro	  Highlands,	  
and	  an	  optional	  trip	  to	  Mount	  Kilimanjaro.	  Groups	  are	  never	  larger	  than	  twenty	  people,	  and	  all	  
touring	  is	  done	  in	  well-‐equipped	  all-‐terrain	  vehicles.	  

	  

B06Try_solution

B06Try_solution
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Today’s	  Date	  

	  

	  

Superscript	  is	  a	  character	  that	  displays	  slightly	  above	  other	  characters	  on	  the	  line.	  For	  example,	  a	  
footnote	  number	  is	  formatted	  as	  superscript,	  as	  are	  trademark	  symbols,	  and	  ordinals.	  

Take	  the	  2nd	  left	  and	  then	  the	  3rd	  right.	  

	  

Subscript	  is	  a	  character	  that	  displays	  slightly	  below	  other	  characters	  on	  the	  line.	  For	  example,	  chemical	  

formulas	  use	  subscript	  numbers.	  

H2O	  is	  the	  chemical	  formula	  for	  water.	  
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Lesson 7

Managing Information Technology
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Michigan	  Avenue	  Athletic	  Club	  
235	  Michigan	  Avenue	  
Chicago,	  Illinois	  60601	  

	  

Memorandum	  

To:	  Office	  Manager	  
From:	  Student’s	  Name	  
Date:	  Today’s	  Date	  
Re:	  Equipment	  Inventory	  
	  
Tom,	  as	  a	  first	  step	  in	  developing	  policies	  for	  purchasing	  and	  maintaining	  the	  club’s	  IT	  equipment	  and	  
supplies,	  I	  need	  to	  know	  what	  we	  have	  and	  what	  we	  need.	  Please	  take	  an	  inventory	  of	  the	  hardware	  we	  
currently	  own,	  the	  software	  we	  currently	  use,	  and	  the	  maintenance	  schedule	  currently	  in	  place.	  I	  would	  
also	  like	  a	  list	  of	  any	  equipment	  and	  supplies	  we	  need.	  

I	  would	  like	  to	  receive	  this	  information	  by	  the	  end	  of	  the	  week.	  Thanks	  so	  much	  for	  your	  assistance.	  Let	  
me	  know	  if	  you	  have	  any	  questions.	  
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