Word Project 3: Creating a Research Paper with a Table

Many different styles exist for report preparation

Modern Language Association (MLA)

Start Word, New Document

Change Margins


File, Page Setup, Margins


Left and right changed to 1”


Apply to “Whole Document”


OK

Adjusting line spacing


Format, Paragraph, Indents & Spacing, Line Spacing – Double, OK

Headers and Footers


View Header and Footer


(Word changes from normal to page layout view)


Click “Align-right” button on the formatting toolbar


Type your last name and space


Click insert page number on header toolbar


(notice that toolbar has autotext, #pages, format number, date, time, h&f switch)


Select Name & page & change font size to 12


Close


Print preview or page layout view will display header

Typing the body of the paper


Font size 12


Your name


Class name – Microsoft Word 103


Date


(notice that Word might have tried to autocomplete the date, Enter to accept)

Save

Center title “Computer Viruses”

Indenting paragraphs


First line indent (little down arrow), drag it, 0.5” ruler


Type paragraphs


(notice that second paragraph is automatically indented.)

Page Width Zoon


Click zoom box, page width

Autocorrect


Tools, Autocorrect

Adding Footnotes


Insert Footnote, OK


Type “A well known virus is the Michelangelo virus”


Close


Point to the note reference mark in the doc window

Creating a Table

Type Table Title “Techniques for Protection”


Shift-enter

Click Insert Table Button on the Standard toolbar

Pick two rows and two columns

Click in the first cell


“use software” tab


“backup” tab


“virus protection” tab


“develop plan” tab


type more if you want


(notice what the enter key does)

Autoformatting a table


Right click on the table


Table autoformat


Click color


Look at the formats


OK

Put insertion point in the table


Table, select table, ctrl-1


(single-spaces everything)

Find and replace

Using the Thesaurus


Tools, language, thesaurus

Word Count


Tools, word count

