CIS 125 Week 3 Assignment
Before you start, please:
1) Insert the CIS125 class USB Thumb drive
2) On the USB root folder/directory, create the CIS125 folder (unless the folder already exists)
3) Under CIS125, create Week3-Files folder (unless the folder already exists)
4) Use USB-thumb-drive-letter:\CIS125\Week3-Files to store all week three files
5) Download Week3-Assignment.docx to Week3-Files folder
6) Open the USB-thumb-drive-letter:\CIS125\Week3-Files\Week3-Assignment.docx file, answer all questions, save the changes to the file, and upload to Moodle.

Instructions (Total points:  10) Subtract one point for each missing step or error.
1.  Start Microsoft Word 2016 and Open a new blank document.  Save the document as Week3Assignment_Lastname, using your own Last name.
2. Change Font to Times New Roman Font Size 12.
3. Type in the following into your word document:  [image: ]
4. On the Mailings tab, click Start Mail Merge in the Start Mail Merge group, select Letters.  Click Select Recipients and click Type a New List.
5. A New Address List box will appear.  Click customize column to remove the columns that are not needed.  Enter the following data: [image: ]
6. Click ok when done.
7. Save file name as Address.
8. Place the insertion point at the beginning of the first paragraph. In the Write & Insert Fields group, click Address Block. Ensure Joshua Randall Jr. is selected in the Specify address elements section and accept all other default settings. Click OK. Press Enter.
9. Place the insertion point at the beginning of the first paragraph. In the Write & Insert Fields group, click Greeting Line, then in the Greeting line format section, ensure that Dear displays in the first box, select Joshua in the second box, and ensure a comma displays in the third box. Click OK. Press Enter.
10. Click Preview Results and click Next Record several times to advance through the letters. Notice that the names on the address block and greeting line will change for the same letter.
11. [bookmark: _gjdgxs]Save the file and submit all files (word and data source files) in Moodle.  Data source file is needed in order for me to test that you have done the mail merge correctly.
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December is a busy month for educators as they prepare for Computer Science Education week. The
second week of December is Grace Hopper’s birthday, she was responsible for finding the computer
bug. In honor of Computer Science Education week, we would like to host Hour of Code for Middle
School students. The event will take place on Friday December 11 @ 5 PM in McKenzie Hall Room 103.
The students will receive gift bags, certificate of completion, and demo their code for their parents. It
will be a fun and engaging event for the students. This event will make coding accessible to every
student and the goal is to introduce coding at an early age, to spark their interest. We hope your child
will join us in this exciting event.

Sincerely,
Victoria James

Hour of Code Coordinator
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First Name |Last Name |Address City State|Zip

Brenda Smith 123 Easy Street Albany OR 97321
Samatha |Jones 23 N Solo Road Lebanon OR 197330
James Jackson 81 SW Paco Lane Corvallis OR 197330
Nancy Diettrich 3219 NW Firefern Street |Central Linn [OR  |97330]
Lori Manchester | 7625 Buena Vista Road [SweetHome |OR 97330
Dan Flemming |111 Charles Lane Brownsville |OR  |97330
Larry Stores 9812 Stuckey Drive Halsey OR |97330
Amy Hunsaker  |333 Vincent Street Albany OR 97321
Lance Mills 200 Maple Drive Albany OR 97321





