
IST 033 – Tech Studio
Semester:_____________

Instructor:______________________
Name:________________________ 

Lab Assignment #3 – Word  
This assignment is worth 10 points.
1. Complete the class Phone List by adding 2 instructors and 3 students who were absent last class.

a. Open the Lab 2 – phone list file that was saved on your flash drive.

b. Make the modifications

c. Save the file back to your flash drive.

d. Print the phone list and attach it to this cover page.

2. Complete Skill Builder 2.1 on pg. 78.

a. Make sure to save the file in you IST033 folder on your Flash Drive.

b. Print the letter and attach it to this assignment page.

3. Complete Skill Builder 2.3 on pages 80-81.

a. You will have to type the “Letter to Uncle Charlie” on page 53 first.
b. Make sure to save the file in your IST033 folder on your Flash Drive.

c. Print the letter and attach it to this assignment page.

4. Create a blank page with the ENG033 heading.
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