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* Use a header to number pages of a

* Create a bibliographical list of sources
document

* Apply formatting using shortcut keys * Move text

* Modify paragraph indentation * Find and replace text
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* Create and modify styles up information
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Introduction

In both academic and business environments, you will be asked to write reports. Business
reports range from proposals to cost justifications to five-year plans to research findings.
Academic reports focus mostly on research findings. A research paper is a document

you can use to communicate the results of research findings. To write a research paper,
you learn about a particular topic from a variety of sources (research), organize your ideas
from the research results, and then present relevant facts and/or opinions that support the
topic. Your final research paper combines properly credited outside information along with

personal insights. Thus, no two research papers — even if about the same topic — will or
should be the same.

Project — Research Paper

When preparing a research paper, you should follow a standard documentation style that
defines the rules for creating the paper and crediting sources. A variety of documentation styles
exists, depending on the nature of the research paper. Each style requires the same basic
information; the differences in styles relate to requirements for presenting the information.
For example, one documentation style uses the term bibliography for the list of sources,
whereas another uses references, and yet a third prefers the title works cited. Two popular
documentation styles for research papers are the Modern Language Association of
America (MLA) and American Psychological Association (APA) styles. This chapter
uses the MLA documentation style because it is used in a wide range of disciplines.

The project in this chapter follows research paper guidelines and uses Word to create
the short research paper shown in Figure 2—1. This paper, which discusses three types of
wireless communications, follows the MLLA documentation style. Each page contains a page
number. The first two pages present the heading (name, course, and date information),
paper title, an introduction with a thesis statement, details that support the thesis, and a
conclusion. This section of the paper also includes references to research sources. The third
page contains a detailed, alphabetical list of the sources used in the research paper.

Overview

As you read through this chapter, you will learn how to create the research paper
shown in Figure 2-1 by performing these general tasks:

* Change the document settings.

* Type the research paper.

* Save the research paper.

* Create an alphabetical list of sources.
* Proof and revise the research paper.

* Print the research paper.
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geographic location, according to Shelly and Cashman (How a GPS Works). A GPS receiver is a handheld,
mountable, or embedded device that contains an antenna, a radio receiver, and a processor. Many
mobile devices, such as mobile phones and PDAs, have GPS capability built into the device.

Mobile users communicate wirelessly through wi m ing services, wireless Internet

access points, and global positioning systems. Anyone can take advantage of wireless communications

header contains last
name followed by
—— page number

using mobile computers and devices.

—

T

Pappas 1

Alex Pappas
Ms. Singh
English 104
28 March 2008
Wireless Communications
Wireless communications are everywhere. People around the world regularly send and receive
messages wirelessly, that is, transmitted through the air. Three types of wireless communications

include wireless messaging services, wireless Internet access points, and global positioning systems,

parenthetical

People use mobile phones, PDAs, and other mobile devices to access text messaging, instant citation r

T ing, and picture ing services (Davies 34-42). Through text messaging services, users send

and receive short text messages, which usually consist of fewer than 300 characters. Wireless instant

messaging is an Internet communications service that allows a wireless mobile device to exchange

instant messages with one or more mobile devices or online personal computers. Users send graphics,
superscripted note

-—
reference mark

pictures, video clips, sound files, and short text messages with picture messaging services.’

In many public locations, people connect to the Internet through a wireless Internet access point
using mobile computers and devices. Two types of wireless Internet access points are hot spots and 3G
networks. A hot spot is a wireless network that allows mabile users to check e-mail, browse the Web,

and access any Internet service —as long as their computers or devices have the appropriate wireless

capability. A 3G network, which uses cellular radio technology, enables users to connect to the Internet | -
through a mobile phone or computer equipped with an appropriate PC Card.
A global positioning system (GPS) is a navigation system that consists of one or more earth-

based receivers that accept and analyze signals sent by satellites in order to determine the receiver’s

* Podpora and Ruiz indicate that some messaging services use the term, video messaging, to
explanatory note

positioned as footnote

refer separately to the capability of sending video clips (79-82).

Figure 2-1
WD 75
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Plan
Ahead

APA Documentation
Style

In the APA style, a
separate title page

is required instead

of placing name and
course information on
the paper’s first page.
Double-space all pages of
the paper with 1.5" top,
bottom, left, and right
margins. Indent the first
word of each paragraph
.5" from the left margin.
In the upper-right margin
of each page, including
the title page, place

a running head that
consists of the page
number double-spaced
below a brief summary of
the paper title.

General Project Guidelines

When creating a Word document, the actions you perform and decisions you make will affect
the appearance and characteristics of the finished document. As you create a research paper,
such as the project shown in Figure 2-1 on the previous page, you should follow these
general guidelines:

1. Select a topic. Spend time brainstorming ideas for a topic. Choose one you find interesting.
For shorter papers, narrow down the scope of the topic; for longer papers, broaden the
scope. Identify a tentative thesis statement, which is a sentence describing the paper’s
subject matter.

2. Research the topic and take notes. Gather credible, relevant information about the topic
that supports the thesis statement. Sources of research include books, magazines, news-
papers, and the Internet. As you record facts and ideas, list details about the source: title,
author, place of publication, publisher, date of publication, etc. When taking notes, be
careful not to plagiarize. That is, do not use someone else’s work and claim it to be your
own. If you copy information directly, place it in quotation marks and identify its source.

3. Organize your ideas. Classify your notes into related concepts. Make an outline from the
categories of notes. In the outline, identify all main ideas and supporting details.

4. Write the first draft, referencing sources. From the outline, compose the paper. Every research
paper should include an introduction containing the thesis statement, supporting details,
and a conclusion. Follow the guidelines identified in the required documentation style.
Reference all sources of information.

5. Create the list of sources. Using the formats specified in the required documentation style,
completely list all sources referenced in the body of the research paper in alphabetical order.

6. Proofread and revise the paper. If possible, proofread the paper with a fresh set of eyes,
that is, at least one to two days after completing the first draft. Proofreading involves
reading the paper with the intent of identifying errors (spelling, grammar, etc.) and
looking for ways to improve the paper (wording, transitions, flow, etc.). Try reading the
paper out loud, which helps to identify unclear or awkward wording. Ask someone else
to proofread the paper and give you suggestions for improvements.

When necessary, more specific details concerning the above guidelines are presented at
appropriate points in the chapter. The chapter also will identify the actions performed and
decisions made regarding these guidelines during the creation of the research paper shown
in Figure 2-1.

MLA Documentation Style

The research paper in this project follows the guidelines presented by the MLA.
"To follow the MLA style, double-space text on all pages of the paper using one-inch top,
bottom, left, and right margins. Indent the first word of each paragraph one-half inch
from the left margin. At the right margin of each page, place a page number one-half inch
from the top margin. On each page, precede the page number by your last name.

The MLA style does not require a title page. Instead, place your name and course
information in a block at the left margin beginning one inch from the top of the page.
Center the title one double-space below your name and course information.

In the text of the paper, place author references in parentheses with the page
number(s) of the referenced information. The MLA style uses in-text parenthetical
citations instead of noting each source at the bottom of the page or at the end of the
paper. In the MLA style, notes are used only for optional explanatory notes.

If used, explanatory notes elaborate on points discussed in the paper. Use a super-
script (raised number) to signal that an explanatory note exists, and also to sequence the
notes. Position explanatory notes either at the bottom of the page as footnotes or at the
end of the paper as endnotes. Indent the first line of each explanatory note one-half inch
from the left margin. Place one space following the superscripted number before
beginning the note text. Double-space the note text. At the end of the note text, you may

list bibliographic information for further reference.
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The MLA style uses the term works cited to refer to the bibliographic list of
sources at the end of the paper. The works cited page alphabetically lists sources that are
referenced directly in the paper. Place the list of sources on a separate numbered page.
Center the title, Works Cited, one inch from the top margin. Double-space all lines.
Begin the first line of each source at the left margin, indenting subsequent lines of the
same source one-half inch from the left margin. List each source by the author’s last name,
or, if the author’s name is not available, by the title of the source. Underline or italicize the
title of each source.
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Changing Document Settings

The MLA documentation style defines some global formats that apply to the entire
research paper. Some of these formats are the default in Word. For example, the default
left, right, top, and bottom margin settings in Word are one inch, which meets the MLA
style. You will modify, however, the paragraph and line spacing and header formats as
required by the MLA style.

After starting Word, the following pages adjust line and paragraph spacing and
define a header for the current document.

To Start Word

If you are using a computer to step through the project in this chapter and you want your
screens to match the figures in this book, you should change your computer’ resolution to
1024 X 768. For information about how to change a computer’ resolution, read Appendix E.

The following steps, which assume Windows is running, start Word based on a typical
installation. You may need to ask your instructor how to start Word for your computer.

o Click the Start button on the Windows taskbar to display the Start menu, and then point
to All Programs on the Start menu to display the All Programs submenu.

e Point to Microsoft Office on the All Programs submenu to display the Microsoft Office
submenu, and then click Microsoft Office Word 2007 to start Word and display a new
blank document in the Word window.

If the Word window is not maximized, click the Maximize button next to the Close button
on its title bar to maximize the window.

If the Print Layout button is not selected, click it so your screen layout matches Figure 2-2
on the next page.

® 00

If your zoom percent is not 100, click the Zoom Out or Zoom In button as many times as
necessary until the Zoom level button displays 100% on its face.

To Display Formatting Marks

As discussed in Chapter 1, it is helpful to display formatting marks that indicate
where in the document you pressed the ENTER key, SPACEBAR, and other keys. The following
step displays formatting marks.

o If necessary, click Home on the Ribbon to display the Home tab. If the Show/Hide 1] button
on the Home tab is not selected already, click it to display formatting marks on the screen.




WD 78 Word Chapter 2 Creating a Research Paper

BTW

Line Spacing

If the top of a set of
characters or a graphical
image is chopped off,
then line spacing may be
set to Exactly. To remedy
the problem, change
line spacing to 1.0, 1.15,
1.5, 2.0, 2.5, 3.0 or At
least (in the Paragraph
dialog box), all of which
accommodate the largest
font or image.

Adjusting Line and Paragraph Spacing

Line spacing is the amount of vertical space between lines of text in a paragraph.
Paragraph spacing is the amount of space above and below a paragraph. By default, the
Normal style places 10 points of blank space after each paragraph and inserts a vertical
space equal to 1.15 lines between each line of text. It also automatically adjusts line height
to accommodate various font sizes and graphics.

The MLA documentation style requires that you double-space the entire research
paper. That is, the amount of vertical space between each line of text and above and
below paragraphs should be equal to one blank line. The next sets of steps adjust line
spacing and paragraph spacing according to the MLA documentation style.

To Double-Space Text

line spacing to double.

"To double-space the lines in the research paper, change the line spacing to 2.0. The following steps change

o Click the Line spacing

Q&A

button on the Home
tab to display the
Line spacing gallery
(Figure 2-2).

What do the numbers
in the Line spacing
gallery represent?

The default line
spacing is 1.15 lines.
The options 1.0, 2.0,
and 3.0 set line
spacing to single,
double, and triple,
respectively.
Similarly, the 1.5 and
2.5 options set line
spacing to 1.5 and
2.5 lines. All these
options adjust line
spacing automatically
to accommodate
the largest font or
graphic on a line.
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Q&A

e Click 2.0 in the Line

- - Show/Hide 1
™ s Line spacing button selected
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V| 115 spacing options
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it \
e line spacing to be

3.0 changed to 2.0

ine Spacing Options..,

W displays a dialog box
with additional line
spacing options

Add Space Before Paragraph

=M =

Remove Space After Paragraph

PagerLofl | Wordsi0 |
4 start

B Document - Microsof

Figure 2-2

spacing gallery to change the line spacing to double at the location of the insertion point.

Can | change the line spacing of existing text?
Yes. Select the text first and then change the line spacing as described in these steps.

Other Ways

1. Right-click paragraph, click

Paragraph on shortcut
menu, click Indents and
Spacing tab, click Line

spacing box arrow, click and Spacing tab, click Line
Double, click OK button spacing box arrow, click

2. Click Paragraph Dialog Double, click OK button
Box Launcher, click Indents 3. Press CTRL+2
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To Remove Space after a Paragraph

The research paper should not have additional blank space after each paragraph. The following steps remove
space after a paragraph.

Document] = hdicracnft Ward

o Click the Line spacing button on
the Home tab to <.:Iisplay the Line i T Tiowe i tilrjﬁgzacing
spacing gallery (Figure 2-3).

12)

o Click Remove Space After Font &= Farag Lo S Line spacing
Paragraph in the Line spacing \ 115 gallery
gallery so that no blank space line spacing

changed to double ——————n
appears after a paragraph.

(o]
S
Q
)
Q.
©
=
(9
©
S
2

-l - AN e ‘?'“'f/’z@“il 23BhCeDe | 2aBhCeDe AaBbCi AaB
: ThMormal | TMo Spaci., Headingl  Headi

Can | remove space after existing 30

? . A d
paragraphs? bine Spating Lpdions. once you select Remove

Add Space Before Paragraph Space After Paragraph,
it changes to Add Space

Remowe Space After Paragraph -4—T7| After Paragraph

Q&A

Yes. Select the paragraphs first and

then remove the space as described
in these steps

(R

Other Ways

1. Click Spacing After
box arrow on Page
Layout tab until 0 pt is
displayed
2. Right-click paragraph,
click Paragraph on
shortcut menu, click
Indents and Spacing
tab, click Spacing After
box arrow until 0 pt
is displayed, click OK
button
. Click Paragraph Dialog
Box Launcher, click
Indents and Spacing ElEEEE
tab, click Spacing After / [r
box arrow until 0 pt -
is displayed, click OK Figure 2-3
button

w

Headers and Footers

A header is text and graphics that print at the top of each page in a document. Similarly,
a footer is text and graphics that print at the bottom of every page. In Word, headers
print in the top margin one-half inch from the top of every page, and footers print in the
bottom margin one-half inch from the bottom of each page, which meets the MLA style.
In addition to text and graphics, headers and footers can include document information
such as the page number, current date, current time, and author’s name.

In this research paper, you are to precede the page number with your last name
placed one-half inch from the upper-right edge of each page. The procedures on the
tollowing pages enter your name and the page number in the header, as specified by the

MLA style.
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To Switch to the Header

"To enter text in the header, you instruct Word to edit the header. The following steps switch from editing the
document text to editing the header.

e Click Insert on the
Ribbon to display
the Insert tab.

e Click the Header
button on the Insert
tab to display the
Header gallery
(Figure 2-4).

Can | use a built-in
header for this
research paper?

None of the built-in
headers adhere to
the MLA style. Thus,
you enter your own
header contents,
instead of using a
built-in header, for
this research paper.

(2]
Experiment

e Click the down scroll
arrow in the Header
gallery to see the
available built-in
headers.

(3]

e Click the Edit Header
command to switch
from the document
text to the header,
which allows you to
edit the contents of
the header
(Figure 2-5).

How do | remove the

Q&A

B Docummentl - Microsq Header button o
| Insert o : s Mailings  Review  iew Header
= ; gallery
@ ﬂ 1, Hyperlink l Quick Parts - Line =TT Equation
L] A Buckimark Aworast - /Tostentme | 2 symbol~
Table | Picture Clip Shapes Smartdrt Chart || = &
% Art i | Cross-reference AS ~ hg object -
Tables Tustrations Links Built-n « || Symbols
F -
Mywe tex]
h-l Blank (Three Columns)
Mype text] e text] Type st
list of built-in
(predefined) headers \»< clicking the down
Alphabel scroll arrow displays

!IEII the document title

Annual

more built-in headers

Remove Header command
deletes header contents
from entire document

[Type the decument dﬂc]] [Year]

g | Edit Headera— |

Remove Header

Edit Header command
allows you to define your
own header contents

_’:.i’! Save Selection to Header Gallery..

|4

Figure 2-4

vﬂf]: Do

Header & Footer Tools and

Design tabs automatically
appear because you are
editing the header

= | E — [} Previous Section
B | B T E g
|§,Next5ect|on
er  Page || Date Quick Picture Clip Goto Goto a3
Mumber~ || &Time Parts~ Art Header Footer 5 Link to Previous
Footer Insert 1| Mavigation |1
header
Me— | paragraph
left-aligned

header | Qe TN T
\ \ document text is \

indicates header
is being edited

dim while you edit
the header

[¥] Show Document Text

Design

| Different First Page
ifferent Cdd & Even Pages

Optians

[ ]+ Header from Tap: .5t =

Er Footer fram Bottom: | 0.5"

| E Insert Alignment Tab

|| Pasition

Figure 2-5

Header & Footer Tools and Design tabs from the Ribbon?

When you are finished editing the header, you will close it, which removes the Header &

Footer Tools tabs.

Other Ways

1. Double-click dimmed
header

bottom of
header
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To Right-Align a Paragraph

The paragraph in the header currently is left-aligned (Figure 2-5). Your last name and the page number
should print right-aligned, that is, at the right margin. The following steps right-align a paragraph.

n Header & Footer Tools and

e Click Home on the = Design tabs remain on
Ribbon to disol B_ "_ Do Ribbon because you still ——\—> Header & Footer Toals |
Ibbon 1o display | Home |[*Tnsert Page Tavout Re are editing the header S iew Desian
the Home tab.

(o]
S
Q
e
Q.
(¢}
=
Y
©
S
2

B catibn (Body) -l A A'||g| e o <m = E”ﬂ” Tl
= —2H == Exl[ W) sgebceDr sabceDc AaBbCi AaB
e Click the Align Text A i

2 |l = |- A |E ==& s

: j|nfg abe x, %' Aa~|| =7 || 52
fr']tht bUtt:nbotn = 5l Font = / ragraph Sl e
e Home tab to -

right-align the para- 7 S
graph in the header A T
(Figure 2-6). Right button

What if | wanted =
to return the [ aades | q

paragraph to left- paragraph
aligned? inhesder
Click the Align Text

Right button again,

or click the Align

Text Left button.

Tharmal WMo Spac.. Headingl Headi

n

Q&A

Other Ways

1. Right-click paragraph,
click Paragraph on
shortcut menu, click
Indents and Spacing
tab, click Alignment
box arrow, click Right,
click OK button

2. Click Paragraph Dialog
Box Launcher, click
Indents and Spacing
tab, click Alignment box
arrow, click Right, click
OK button of1 | Wordsi0 | 5

3. Press CTRL+R B Document1 - Microsof..,

Figure 2-6

To Enter Text

The following steps enter your last name right-aligned in the header area.

o Click Design on the Ribbon to display the Design tab. = | Footers
E If you wanted to create
9 Type Pappas and then press the SPACEBAR to enter your last name in the header. a footer, you would click

the Footer button on

the Insert tab and then
select the desired built-in
footer or click Edit Footer
to create a customized
footer.
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To Insert a Page Number

The next task is to insert the current page number in the header. The following steps insert a page number at
the location of the insertion point.

e Click the Insert Page
Number button on
the Design tab to
display the Insert
Page Number menu.

® Point to Current
Position on the
Insert Page Number
menu to display the
Current Position
gallery (Figure 2-7).

(2]
Experiment

e Click the down scroll arrow in the
Current Position gallery to see the
available page number formats.

13)

o If necessary, scroll to the top of
the Current Position gallery. Click
Plain Number in the Current
Position gallery to insert an
unformatted page number at the
location of the insertion point

(Figure 2-8).

Insert Page
Number

L ERUE

button

Documentl -

Microsoft Word

| Design |

J

=1 | E { @uTER j —{ 5y Previous Section || | Different First Page I+ Header from Top:
1D Position - Current [ Different Odd & Even Pages || [ Footer from Botto
oter Date  Quick A command Goto  Go  Position gallery = i 4
- & Time Parts~ 7 T Header Fodrerr— - us || & Show Document Text @ Insert Alighment T
2F & | Top of Page AMavigation Options | [———— Positiol
| last name
»
|_j Bottom of Page e
@ Page Margins 2
| ] Current Position | simple -
& Format Page Numbers.., Plain Number Pappasiﬂ
T 1
#1 | Remowve Page Numbers \
Lh Plain Number T ) (S
| Header | L to be selected
I P A
nsertPage | |,
Number menu A e
ljrag
clicking the down scroll
Accent Bar 2 arrow displays more
T page number formats
b4
[y | Save Sefection to Page Mumber Galleny..,

Figure 2-7

/a‘csaf‘t Word

Mallngs  Redew  View |

Header & Footer Toals.

Design |

|Foto Goto

5} Mext section

MNavigation

Other Ways

1. Click Insert Page Number
button on Insert tab

2. Click Quick Parts button
on Insert tab or on Design

L%‘ Prewious Section || |

eader Footer 38 link to Previous || [

Close Header and S

4
Footer button @

Different First Page

Show Document Text

Options

|| Different Odd & Even Pages Er Footer from Bottom: 0.5"

05"

=

4k 1

| Close Header
and Footer
page number
inserted at location
of insertion point

Figure 2-8

tab on Header & Footer Tools
tab, click Field on Quick Parts
menu, select Page in Field
names list, click OK button
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To Close the Header

You are finished entering text in the header. Thus, the next task is to switch back to the document text. The
following step closes the header.

E . Header & Footer Tools and
e Click the Close Header and Footer Design tabs disappear from

i Documentl - Microsoft Word screen when you switch
button on the Design tab (shown back to the document text
in Figure 2-8) to close the header
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Page Layout References Mailings Rewiew i et

Q&A

and switch back to the document -|u - AW s =B | sapbcene | sapboeoe AaBbC: AaBb
text (Figure 2-9). abe X, X' Aa~||T2- A~ |E= T Mormal | T NoSpaci. Headingl Headin
How do | make changes to existing ek 5 ERIRgHIRY ”‘ Eholhs
header text? ) \
dqcument text is
Switch to the header using the bright when you header is im when
steps described on page WD 80, document text i’r?:;‘:)vclfjcme:tctetxc; \Pappas-lﬂ
edit the header as you would edit
text in the document window,
and then switch back to the
document text.
Figure 2-9
Other Ways

1. Double-click dimmed
document text

Typing the Research Paper Text

The text of the research paper in this chapter encompasses the first two pages of the paper.
You will type the text of the research paper and then modify it later in the chapter, so that
it matches Figure 2-1 on page WD 75.

Write the first draft, referencing sources. Plan
As you write the first draft of your research paper, be sure it includes the proper components, Ahead
uses credible sources, and does not contain any plagiarism.

¢ Include an introduction, body, and conclusion. The first paragraph of the paper introduces
the topic and captures the reader’s attention. The body, which follows the introduction,
consists of several paragraphs that support the topic. The conclusion summarizes the main
points in the body and restates the topic.

¢ Evaluate sources for authority, currency, and accuracy. Be especially wary of information
obtained from the Web. Any person, company, or organization can publish a Web page
on the Internet. Ask yourself these questions about the source:

e Authority: Does a reputable institution or group support the source? Is the information
presented without bias? Are the author’s credentials listed and verifiable?

e Currency: Is the information up to date? Are dates of sources listed? What is the last
date revised or updated?

e Accuracy: Is the information free of errors? Is it verifiable? Are the sources clearly
identified?

¢ Acknowledge all sources of information; do not plagiarize. Not only is plagiarism
unethical, but it is considered an academic crime that can have severe punishments such
as failing a course or being expelled from school.

When you summarize, paraphrase (rewrite information in your own words), present
facts, give statistics, quote exact words, or show a map, chart, or other graphical image, you

(continued)
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Plan
Ahead

Date Formats

The MLA style prefers
the day-month-year

(28 March 2008) or
month-day-year

(March 28, 2008) format.
Whichever format you
select, use it consistently
throughout the paper.

BTW

(continued)

must acknowledge the source. Information that commonly is known or accessible to the
audience constitutes common knowledge and does not need to be acknowledged. If,
however, you question whether certain information is common knowledge, you should
document it — just to be safe.

As discussed earlier in this chapter, the MLA style does not require a separate title
page for research papers. Instead, place your name and course information in a block at

the top of the page, below the header, at the left margin.

To Enter Name and Course Information

o Type Alex Pappas as the student name and then press the ENTER key.
9 Type Ms. Singh as the instructor name and then press the ENTER key.
9 Type English 104 asthe course name and then press the ENTER key.

o Type 28 March 2008 as the paper due date and then press the ENTER key (Figure 2-10).

. Q -3 Wiregless Communications Paper - Microsoft Word
P —— : _
- | Home | Insert Page Layout  References Mailings Review  Wiew
=2 5 e Al - = o[l A gt o | |
B | EalibrilBocy o - (SR e SR .. ..o | <oo6con | aanticont
Paste ¥ ‘ |-B 0 o R S A;v”al’fv A.” =l [ T Normal | Research .. WMo Spaci..
Clipboard 5| Font | Paragraph & styles
P
student name ap
entered on line 1
\mex Fappasy

instructor name

entered on line 2

\»Ms.-smghﬂ‘\
-—

one blank line is
displayed each time you
press ENTER key because

course name

text is double-spaced

_,,—-»English-lﬂﬂﬂ‘/

28:-March- 200819
/

entered on line 3

paper due date
entered on line 4

v =

Figure 2-10



Typing the Research Paper Text WD 85

To Click and Type

"The next step is to enter the title of the research paper centered between the page margins. In Chapter 1, you
used the Center button on the Home tab to center text and graphics. As an alternative, you can use Click and Type to
format and enter text, graphics, and other items. To use Click and Type, you double-click a blank area of the document
window. Word automatically formats the item you enter according to the location where you just double-clicked. The
next steps use Click and Type to center and then type the title of the research paper.

(1)
Experiment -

e Move the mouse pointer around
the document below the entered
name and course information and
observe the various icons that as you move the Click and

K &lexPappasq] Type pointer around the
appear with the I-beam. document below the entered

(o]
S
Q
e
Q.
(¢}
=
Y
©
S
2

Is, Singh] name and course information,
the icon changes to represent
9 . the formatting that will be
English1049) applied if you double-click at
e Position the mouse pointer in thatilocation
the center of the document at LA enea
the approximate location for the il
research paper title until a center
icon appears below the I-beam =
(Figure 2-11).
é What are the other icons that
o| appear in the Click and Type

pointer?

A left-align icon appears to the
right of the I-beam when the

Click and Type pointer is in certain
locations on the left side of the
document window. A right-align
icon appears to the left of the icon
when the Click and Type pointer is Figure 2-11
in certain locations on the right side

of the document window.

13)

e Double-click to center the

S

paragraph mark and insertion

point between the left and

right margins.

e Type Wireless Communications AlexPappast
as the paper title and then press
. Iz, Singht

the ENTER key (Figure 2-12).

Englishl049] paper title centered
paragraph mark and b_etween Ie_ft and

7@March.] insertion point are right margins

centered because
formatting specified in
the previous paragraph Wireless Communications9]
carried forward when I

you pressed ENTER key

Figure 2-12
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Shortcut Keys

Word has many shortcut keys for your convenience while typing. Table 2-1 lists the
common shortcut keys for formatting characters. Table 2-2 lists common shortcut keys
for formatting paragraphs.

Table 2-1 Shortcut Keys for Formatting Characters

All capital letters CTRL+SHIFT+A Italic CTRL+

Bold CTRL+B Remove character formatting (plain text)  cTRL+SPACEBAR

Case of letters SHIFT+F3 Small uppercase letters CTRL+SHIFT+K
Decrease font size CTRL+SHIFT+< Subscript CTRL+EQUAL SIGN
Decrease font size 1 point CTRL+] Superscript CTRL+SHIFT+PLUS SIGN
Double-underline CTRL+SHIFT+D Underline CTRL+U

Increase font size CTRL+SHIFT+> Underline words, not spaces CTRL+SHIFT+W
Increase font size 1 point CTRL+]

Table 2-2 Shortcut Keys for Formatting Paragraphs

Paragraph Formatting Shortcut Keys Paragraph Formatting Shortcut Keys
1.5 line spacing CTRL+5 Justify paragraph CTRL+J
Add/remove one line above paragraph CTRL+0 (ZERO) Left-align paragraph CTRL+L

Center paragraph CTRL+E Remove hanging indent CTRL+SHIFT+T
Decrease paragraph indent CTRL+SHIFT+M Remove paragraph formatting CTRL+Q
Double-space lines CTRL+2 Right-align paragraph CTRL+R

Hanging indent CTRL+T Single-space lines CTRL+1

Increase paragraph indent CTRL+M

Shortcut Keys
To print a complete list
of shortcut keys in Word,

To Format Text Using Shortcut Keys

click the Microsoft Office The paragraphs below the paper title should be left-aligned, instead of centered.
Word Help button near Thus, the next step is to left-align the paragraph below the paper title. When your fingers
the upper-right corner of are already on the keyboard, you may prefer using shortcut keys, or keyboard key com-
';Tz\r’\f:stw;{rg;v‘i"n t{ﬁ: binations, to format text as you type it. The following step left-aligns a paragraph using
Type words to search the shortcut keys CTRL+L. (Recall from Chapter 1 that a notation such as CTRL+L means
for’ text box at the top of to press the letter 1 on the keyboard while holding down the CTRL key.)

the Word Help window, . . .

press the ENTER key, click o Press CTRL+L to left-align the current paragraph, that is, the paragraph containing the
the Keyboard shortcuts insertion point.

for M'FrOSOﬁ Office Wo.rd < | Why would | use a keyboard shortcut, instead of the Ribbon, to format text?

link, click the Show All link o

in the upper-right corner ©'| Switching between the mouse and the keyboard takes time. If your hands are already on

of the Help window, click the keyboard, use a keyboard shortcut. If your hand is on the mouse, use the Ribbon.
the Print button in the
Help window, and then

click the Print button in
the Print dialog box.
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To Save a Document

You have performed many tasks while creating the research paper and do not want
to risk losing the work completed thus far. Accordingly, you should save the document. For

a detailed example of the procedure summarized below, refer to pages WD 19 through
WD 21 in Chapter 1.

o With a USB flash drive connected to one of the computer’s USB ports, click the Save button
on the Quick Access Toolbar to display the Save As dialog box.

9 Type Wireless Communications Paper in the File name text box to change the file name.

Click the Save in box arrow and then click UDISK 2.0 (E:) in the Save in list to select the
USB flash drive as the new save location. (Your USB flash drive may have a different
name and letter.)

Click the Save button in the Save As dialog box to save the document on the USB flash
drive with the file name, Wireless Communications Paper.

To Display the Rulers

According to the MLA style, the first line of each paragraph in the research paper is to be indented one-half
inch from the left margin. Although you can use a dialog box to indent paragraphs, Word provides a quicker way
through the horizontal ruler. This ruler displays at the top edge of the document window just below the Ribbon.
Word also provides a vertical ruler that displays along the left edge of the Word window. The following step

displays the rulers.

(1)
Experiment

=y =

- =

x
@

View Ruler

" " : ireless Communications Paper - Microsoft Word
locument saved witl = .
° Repeatedly CliCk the file name Wireless & Layout References Mailings Review Wigw
. Communications Paper ErEE
View Ruler button 0 | -[u )

S & 5B [E- -l
s 3|IPA*_-££A:H"’-“"A'I
Cliphoard = | Font = "

;‘ =

on the vertical scroll
bar to see the how
this button is used to
both show and hide

|| 2aBbceDe | 4aBbCeDe AaBbCi AaBbCe
| fiNormal | No Spaci.,  Headingl Heading2 _ thange
‘ Styles~

__ Styles

button
icReplace

L seidxt -

|| Editing \

A\ — |

(7
R
\/'iew Ruler

Fapgas19]

; R
the rulers. 2 edge of left horizontal ruler
ruler shows ORETRETL
edge of top
= margin exFPappas
o |f the rulers are not e Ms. Singhd] ruler shows

displayed, click the

edge of right
margin

- . ish-1049)
= vertical ruler

View Ruler button 78 March- 20099

on the vertical scroll i
bar because you
want to use the ruler
to indent paragraphs
(Figure 2-13).

paragraph mark ireless-Communicationsd]

and insertion
point left-aligned

K

Can | use the rulers Figure 2-13

for other tasks?

Q&A

In addition to indenting paragraphs, you can use the rulers to set tab stops, change page
margins, and adjust column widths.

Other Ways

1. Click View Ruler check
box on View tab

Word Chapter 2
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To First-Line Indent Paragraphs

The first line of each paragraph in the research paper is to be indented one-half inch from the left margin.
You can use the horizontal ruler, usually simply called the ruler, to indent just the first line of a paragraph, called
first-line indent.

The left margin on the ruler contains two triangles above a square. The First Line Indent marker is the
top triangle at the 0” mark on the ruler (Figure 2—14). The bottom triangle is discussed later in this chapter. The
small square at the 0” mark is the Left Indent marker. The Left Indent marker allows you to change the entire
left margin, whereas the First Line Indent marker indents only the first line of the paragraph. The following
steps first-line indent paragraphs in the research paper.

e With the insertion point on — _ R
the paragraph mark below the First Line
. . _— Indent marker
research paper title, point to the
First Line Indent marker on the —

ruler (Figure 2-14). k,?f,.lZﬁ’e"t

AlexPappasy]
s, Singh)

English1049]

28-March-20089)

Wireless-.Cammunications9)

Figure 2-14

(2

e Drag the First Line Indent marker -0
to the .5” mark on the ruler to @ '

display a vertical dotted line in

Wireless Communications Paper - Microsoft Word

the document window, which B :; | Calibri (Body) -1 - = e T | —— .
indicates the proposed location Poste 2 |[B 2 B ~obe 3, 3 Aae|¥7- A~ [3=-[[ & -] || wroma [nno
of the first line of the paragraph Eilabaan 15 Font = h I

(Figure 2-1 5) _"m First Line Indent

marker at .5”
mark on ruler

as you drag marker on
| ruler, vertical dotted

: line indicates proposed \

location of indent

AIex-Panpasﬂ
Ms.-Singi;hﬂ

Englishi04q

28Mardh 20081

Wireless-Communicationsy

Figure 2-15
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e Release the mouse button to place
the First Line Indent marker at the
.5” mark on the ruler, or one-half
inch from the left margin
(Figure 2-16).

14)

e Type Wireless
communications are
everywhere. People around
the world regularly send
and receive messages
wirelessly, that is,
transmitted through the
air. and notice that Word
automatically indented the
first line of the paragraph by
one-half inch (Figure 2-17).

< | Will | have to set first-line indent
g for each paragraph in the paper?
No. Each time you press the
ENTER key, paragraph formatting

in the previous paragraph carries
forward to the next paragraph.
Thus, once you set the first-line
indent, its format carries forward
automatically to each subsequent
paragraph you type.
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First Line Indent

AlexPappasy

s, Singh
English-1049]

28-March- 20089

AlexPappast

Iz, Singhe)

first line of

one-half inch

paragraph indented

first two sentences
in first paragraph
entered

marker .5” from
left margin

paragraph mark
containing insertion
point indented one-
half inch

Wireless«Communications®)

WirelessCommunicationsT

Wirelesscommunicationsare-everywhere Peoplearoundtheworlchregularly sendandreceive

{messages-wirelessly, thatis, transmittedthroughthesai r.h‘l

o Wordsizt | D

55 Communicati

Figure 2-17

Other Ways

1. Right-click paragraph, click 2. Click Paragraph Dialog Box

Paragraph on shortcut
menu, click Indents and
Spacing tab, click Special box
arrow, click First line, click

OK button

Launcher, click Indents and
Spacing tab, click Special box
arrow, click First line, click OK
button

3. Press TAB key at beginning
of paragraph

Word Chapter 2
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To Create a Quick Style

Recall from Chapter 1 that a Quick Style is a predefined style that appears in the Styles gallery on the Ribbon.
You use styles in the Styles gallery to apply defined formats to text. Later in this chapter, you will apply the formats
of the research paper paragraph to the paragraphs in the footnote. To accomplish this task, you can create a Quick
Style based on the formats in the current paragraph. That is, text is double-spaced with the first line of the paragraph
indented and no space after the paragraph. The following steps first select the paragraph and then create a Quick
Style based on the formats in the selected paragraph.

e Position the mouse pointer in the
paragraph below the title and
then triple-click; that is, press
the mouse button three times
in rapid succession, to select the
paragraph.

e Right-click the selected paragraph
to display a shortcut menu.

Pappas 19

Cut

shortcut

b e

&lexFappasz]
Wz, Singht
English1049]

28:March-20089)

e Point to Styles on the shortcut
menu to display the Styles

paragraph

selected  — iiralgsscamm

submenu (Figure 2-18).

12

e Click Save Selection as a New
Quick Style on the Styles sub-
menu to display the Create New

Style from Formatting dialog box.

® Type Research Paper
Paragraphs inthe Name text
box (Figure 2-19).

messageswirelessly, th

Eont...
Paragraph...
Bullets

Mumbering

Hyperlink...

BE @

Look Up...
Synornyms

Translate

/Sgrles [\

Copy menu

Styles
submenu

tionse)

oundtheworldfegularysendandreceive:

Update Normal to Match Selection

—

Styles
command

Save Selection as a Mew Quick Style..,

Calibri Boc~ |11~ AT A" A~
B I=%-A-iEE;

Sefect Text with Similar Formatting

Save Selection as a New
Quick Style command

Figure 2-18

Wireless Communications Paper - Microsoft \Word

Page Layout References Mailings Review Wiew

S A W) E =S E S | acebcepe| assbceoe AaBbC: AaBbC

x; x' Aa~ |iay - A il | §||:§‘ ||{% - fMormal | TMo Spaci.,, Headingl Heading
Font ] Paragraph = Styles
& . : : 2 : 2 : . : . : a =

Create New Style from
Formatting dialog box

Fappas 19

Create New Style from Formatting

alexPappasy

Mame:
Research Paper Paragraphs|-«————

name of new Quick
Style entered in
Name text box

Mz, 5ingh

Paragraph style preview:

English-1049]

Stylel

OK button

Wirelesscommunicationsareeyerywhere People aroundthesworl dregular ysendandreceive:

28-March.20089)

| [ odfy.. | [ cancel |

messageswirelessly, thatis, transmittedthroughthe-air.q

Figure 2-19
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(3]

e Click the OK button to create the
new Quick Style and add it to the

(o]
S
(]
e
Q.
(¢}
=
Y
©
S
2

- || = i #A Find -
Styles gallery (Figure 2-20). i E [BHIT] sapbecoe | aspocene | aapbcene AaBbCi _ % |l 2 Rpinee
T hae
g How can | see the formats | E”El T Marmal Research WMo Spaci.. Headingl - E;::;ﬁf l{.‘ Seled -
o /| assigned to a Quick Style? SEE S S
Click the Styles Dialog Box Launcher. /
When the Styles task pane appears, ’SS?ZSE';E? Quick Style Styles Dialog Box
position the mouse pointer on any added to Styles gallery Launcher
. . v
style to display its formats. When
finished, click the Close button in Figure 2-20
the task pane.
Other Ways
1. Click More button in Styles Quick Style, enter name
gallery on Home tab, click of new Quick Style, click
Save Selection as a New OK button
To AutoCorrect as You Type

As you type, you may make typing, spelling, capitalization, or grammar errors. For this reason, Word provides
an AutoCorrect feature that automatically corrects these kinds of errors as you type them in the document. For
example, if you type the text ahve, Word automatically changes it to the correct spelling, have, when you press the
SPACEBAR or a punctuation mark key such as a period or comma.

Word has predefined many commonly misspelled words, which it automatically corrects for you. In the following
steps, the word wireless is misspelled intentionally as wreless to illustrate the AutoCorrect as you type feature.

® Press CTRL+END to move the T = = Fach. Heading
insertion point to the end of the Font = Paragraph 7 Styles
document. D N R O R R S R R R A

® Press the SPACEBAR.

e Type the beginning of the next . .
. . a a5
sentence, misspelling the word, o
wireless, as follows: Three types
i . K AlexFappaz]
of wireless communications
include wireless messaging hs, Singhd)
services, wreless (Figure 2-21).
English1049]

28 March-20089)

| 255 Cormmunications]

beginning of
sentence entered
Wirelesscommuonicatiorzareey

here, Peoplearoundtheworldregularlysendandreceive

messageswirelessly, thatis, transmittedthroughtheair Threetypesof wireless communi cations

includewirelessm essaging-servicesyrel ESSE\

misspelled word insertion point

immediately follows
last character in
misspelled word

Figure 2-21
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(2

e Press the SPACEBAR and watch
how Word automatically corrects

the misspel led word. YWirelesscommunications-are-everywhere, Peoplearoundtheworldregularl ysend-andreceive

Wireless:CommunicationsY)

° Type the rest of the sentence rmessageswirelessly, thatis, transmittedthroughthe-air, Threetypesof wirelesscommunications
(Figure 2-22): Internet access

’ include-wireless-messaging-services,-wireless-lnternet-access-points,-and-glDbal-positioning-systems.h]
points, and global

positioning systems.

as soon as you press the P
SPACEBAR, Word detects e ARSI
the misspelling and corrects Scic

the misspelled word

Figure 2-22

To Use the AutoCorrect Options Button

When you position the mouse pointer on text that Word automatically corrected, a small blue box appears
below the text. If you point to the small blue box, Word displays the AutoCorrect Options button. When you
click the AutoCorrect Options button, Word displays a menu that allows you to undo a correction or change
how Word handles future automatic corrections of this type. The following steps illustrate the AutoCorrect
Options button and menu.

e Position the mouse pointer in
the text automatically corrected
by Word (in this case, the word
wireless) to display a small blue

earoundthew

messageswirelessly, thatis, transmittedthroughtheair. Threetypesof wirelesscommunications:

includewirelessm essaging-services,-gir@ess-l nternetaccesspoints,andglobalpositioningsystem s.h]

box below the aUtomatically clicking the small blue box mouse pointer is
H _ will display the AutoCorrect in automatically
corrected word (Flgure 2 23)' Options button corrected text

Figure 2-23

(2

e Point to the small blue box to
display the AutoCorrect Options
button.

messageswirelessly, thatis, transmittedthroughth ‘of wirelesscomrmunications

AutoCorrect
Options menu
include-wireless-messaging-services,-wireless-lntern:;y/u: OIS, nd-global-positioning-systems.[ﬂ

AutoCorrect
Options button

e Click the AutoCorrect Options
button to display the AutoCorrect
Options menu (Figure 2-24).

)

Change back to “wreless”

Stop Automatically Correcting “wreless”

clicking this command
ZF  Control &utoCorrect Options,, — will display the
AutoCorrect dialog box

e Press the ESCAPE key to remove
the AutoCorrect Options menu
from the screen. Figure 2-24

Do | need to remove the AutoCorrect
Options button from the screen?

Q&A

No. When you move the mouse pointer, the AutoCorrect Options button will disappear from
the screen. If, for some reason, you wanted to remove the AutoCorrect Options button from
the screen, you could press the ESCAPE key a second time.
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In addition to the predefined list of AutoCorrect spelling, capitalization, and grammar errors, you can create
your own AutoCorrect entries to add to the list. For example, if you tend to type the word mobile as moble, you
should create an AutoCorrect entry for it. The following steps create an AutoCorrect entry.

o Click the Office Button
to display the Office
Button menu
(Figure 2-25).

12)

e Click the Word
Options button
on the Office
Button menu to
display the Word
Options dialog box.

o Click Proofing in the
left pane to display
proofing options in
the right pane.

o Click the AutoCorrect
Options button in the
right pane to display
the AutoCorrect
dialog box.

e \When Word displays
the AutoCorrect
dialog box, type
moble in the Replace
text box.

® Press the TAB key and
then type mobile
in the With text box
(Figure 2-26).

13

Office Button
menu

Wireless Communications Paper - Microsoft Word

Word Options
button

] Ward Options | | X Exit word |

Figure 2-25

Word Options
dialog box

right pane displays
options related to

Wireless Communications Paper command selected

Wireless.Communicationss)|

raverywhere Peoplearoundtheworldregularly sendandre

in left pane

Proofing |1 Bl

—

Display

\Clipboard 5 | | Proofing
Save
Advanced
Customize
Add-Tns
Trust Center

Resources

left pane

misspelled word
entered in Replace
text box

A

9”% Change how Word corrects and

farmats your text, AutoCorrect

AutoCorrect

J AutoCorrect dialog box |

Options
button

Change how Wl corrects and formats text a5 you type!

AutoCorrect: English (U.S.)

AutaCorrect Optinns”.

| AutaFaormat

Smatt Tags |

futocorect | Math dutoCarrect

|| AutoFormat As You Type

Show AutoCorrect Options huttons

Correct Ti'o TNitial CApitals
Capitalize: first latter of sentences
Capitalize first letter of table cells
Capitalize names of days

Replace text as you type
Replace; Sith: Plairy bext

Correct accidental usage of cAPS LOCK key

Exceptions
button

correct spelling entered
in With text box
I

alphabetical list of

Formatted text

currently defined

| imobs [mobile}4—
«—— | AutoCorrect entries
|moeny money A
|morgage: mortgage i
mroe more
must of been | must have been -
must of had must have had
mysefl myself |

Add button I_ _
m:- Delete
: OK button

automatically use suggestions from the speling checker

Coc ) Coe )

Pagerlofl  Words 45 | 5

Figure 2-26

o Click the Add button in the AutoCorrect dialog box. (If your dialog box displays a Replace button
instead, click it and then click the Yes button in the Microsoft Office Word dialog box.)

o Click the OK button to add the entry alphabetically to the list of words to correct automatically

as you type.

e Click the OK button in the Word Options dialog box.

@
Find -
e Replace
g Select =
Editing

Word Chapter 2
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Automatic Corrections
If you do not want to keep
a change automatically
made by Word and you
immediately notice the
automatic correction,

you can undo the change
by clicking the Undo
button on the Quick
Access Toolbar or pressing
CTRL+Z. You also can undo
a correction through the
AutoCorrect Options
button, which was shown
on page WD 92.
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The AutoCorrect Dialog Box

In addition to creating AutoCorrect entries for words you commonly misspell or
mistype, you can create entries for abbreviations, codes, and so on. For example, you
could create an AutoCorrect entry for asap, indicating that Word should replace this text
with the phrase, as soon as possible.

If, for some reason, you do not want Word to correct automatically as you type,
you can turn off the Replace text as you type feature by clicking the Word Options button
on the Office Button menu, clicking Proofing in the left pane of the Word Options dialog
box, clicking the AutoCorrect Options button in the right pane of the Word Options
dialog box (Figure 2-26 on the previous page), clicking the ‘Replace text as you type’
check box to remove the check mark, and then clicking the OK button in each open
dialog box.

The AutoCorrect sheet in the AutoCorrect dialog box (Figure 2—26) contains other
check boxes that correct capitalization errors if the check boxes are selected. If you type two
capital letters in a row, such as TH, Word makes the second letter lowercase, Th. If you
begin a sentence with a lowercase letter, Word capitalizes the first letter of the sentence. If
you type the name of a day in lowercase, such as tuesday, Word capitalizes the first letter
of the day, Tuesday. If you leave the CAPS LOCK key on and begin a new sentence, such as
aFTER, Word corrects the typing, After, and turns off the CAPS LOCK key.

Sometimes you do not want Word to AutoCorrect a particular word or phrase. For
example, you may use the code WD. in your documents. Because Word automatically
capitalizes the first letter of a sentence, the character you enter following the period will
be capitalized (in the previous sentence, it would capitalize the letter i in the word, in). To
allow the code WD. to be entered into a document and still leave the AutoCorrect feature
turned on, you should set an exception. To set an exception to an AutoCorrect rule, click
the Word Options button on the Office Button menu, click Proofing in the left pane of the
Word Options dialog box, click the AutoCorrect Options button in the right pane of the
Word Options dialog box, click the Exceptions button (Figure 2-26), click the appropriate
tab in the AutoCorrect Exceptions dialog box, type the exception entry in the text box, click
the Add button, click the Close button in the AutoCorrect Exceptions dialog box, and then
click the OK button in the remaining dialog boxes.

To Enter More Text

The next step is to continue typing text in the research paper up to the location of
the citation.

o
12

Press the ENTER key, so that you can begin typing the text in the second paragraph.

Type People use mobile phones, PDAs, and other mobile devices to ac-
cess text messaging, instant messaging,
es and then press the SPACEBAR.

and picture messaging servic-

Citations

Both the MLA and APA guidelines suggest the use of in-text parenthetical citations
(placed at the end of a sentence), instead of footnoting each source of material in a paper.
These parenthetical acknowledgments guide the reader to the end of the paper for complete

information about the source.
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Plan
Ahead

Reference all sources.
During your research, be sure to record essential publication information about each of your
sources. Following is a sample list of types of required information.

¢ Book: full name of author(s), complete title of book, edition (if available), volume (if
available), publication city, publication year

(o]
S
Q
)
Q.
©
=
(9
©
S
2

e Magazine: full name of author(s), complete title of article, magazine title, date of magazine,
page numbers of article

* Web site: full name of author(s), title of Web site, date viewed, Web address

Word provides tools to assist you with inserting citations in a paper and later generating
a list of sources from the citations. With a documentation style selected, Word automatically
formats the citations and list of sources. The process for adding citations in Word is as
follows:

1. Modify the documentation style, if necessary.

2. Insert a citation placeholder.

3. Enter the source information for the citation.
You can combine Steps 2 and 3, where you insert the citation placeholder and enter
the source information at once. Or, you can insert the citation placeholder as you write

and then enter the source information for the citation at a later time. While entering the
research paper in this chapter, you will use both methods.

To Change the Bibliography Style

The first step in inserting a citation is to be sure the citations and sources will be formatted using the
correct documentation style, called the bibliography style in Word. The following steps change the specified
documentation style.

o Click References on e AR TR AT e
i Bibli h

the Rlbbon to Insert Page Layout References Mailings Review LERTEL

H alen s J ’ Style box arrow
display the = — ;

od Text = 1 UppInsert Endnote L ,j Manage Fources e 1= Insert Table of Figures . (=] Insert Index
References tab. AB = L -
pdate Table AB, Next Footnote - = l].‘,i, Style: APS I Update Table I Jf Update Index
Insert . Insert w15 = Mark
e Click the Footmote =/ Show Motes Citation = ﬁjBIbll AP, bference Entry

A ntents Footnotes fa Citations & Bibjq Chicago is Index

Bibliography Style = . . GBTT14 3 :
I, 0 B NTERIE WK TR 00
box arrow on the & *| gallery of ' iy 1t < N3 Son ' ' ' A )\
predefined E, GO5T - Title Sort
References tab to documentation 150 690 - First Element and Date
dlsplay a gaIIery of styles 1S 690 - Numerical Reference
i - MA<— | MIAtob

predefl.ned docu first line of subsequent SISTO2 select:d € Pappas1q]
mentation styles paragraph indented ARG ,

. automatically when
(Flgure 2—27)- you pressed ENTER key a5 paragraph mark

12)

e Click MLA in the
Bibliography Style

gallery to change sert\ten;e | »

the documentation entere messaging,-and-picture-messaging-servijaim
insertion

style to MLA. s

first part of

\

indicates ENTER
key was pressed

incldewirelessmessagingservices, wirelessinternet-accesspoints, and-global position ng-systh‘.ﬂ

eopleusemobilephones, PDAs, andothermobiledevicestoaccesstextmessaging, instant.

Figure 2-27
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To Insert a Citation and Create Its Source

With the documentation style selected, the next task is to insert a citation placeholder and enter the source

information. You can accomplish these steps at once by instructing Word to add a new source. The following steps
add a new source for a magazine (periodical) article.

o Click the Insert Citation button
on the References tab to display
the Insert Citation menu
(Figure 2-28).

(2

e Click Add New Source on the
Insert Citation menu to display
the Create Source dialog box
(Figure 2-29).

What are the Bibliography Fields
in the Create Source dialog box?

Q&A

A field is a placeholder for

data whose contents can
change. You enter data in

some fields; Word supplies

data for others. In this case,

you enter the contents of the
fields for a particular source, for
example, the author name in the
Author field.

Experiment

e Click the Type of Source box
arrow and then click one of the
source types in the list, so that
you can see how the list of fields
changes to reflect the source type
you selected.

agel Insert Citation | .. Mallings Review i
button -

Wireless Communications Paper - Microsoft Waord }
AB; [y Insert Endnote |

=] — :
lj Manage Sources -| style changed G of Figures =] Insert Index
-
i

e — to MLA
AR Next Footnote = | | L style: | MLAa— = 1 Update Ind
Insert Insert Insert | Mark
ootrote g Shotne Motes Citationb ﬁj Eibliography = Caption LM] Cross-reference Entry

Footnot = I
ootnotes “ |l ap Add New Saurce.., Add New Source

A e w— command
£ i : o 23 add New Placeholder,. h

e Q Search Libraries...

Insert Citation Fappasz 19
menu

AlexPappasy]
hz. Singh)
English1049]

28 -March-20089)

Figure 2-28

Create Source

dialog box J source displayed in Type of — = \,\I

Source box controls which

N

fields are displayed in dialog
box — your source may differ

Create Source

Type of Source 11
Twpe of Source box arrow

Bibliogr aphy Fields For MLA
|

futhar

list of Bibliography Fields ;
changes, depending on BNt
the source selected in the
Type of Source box

‘fear

City

|
. [] Corporate Author |
|
|
|
|

Publisher

[ show all Bibliography Fields
Tag name

Placehalder 1 [ Ok I[ Cancel ]3'

Ty e e T ST Es e T LI T

includewirelessmessagingservices, wirelessinternet-accesspoints, andglobal positioning sy sterm 5.9
Peopleusemobilephones, PDAS andothermobiledevicestoaccesstextmessaging, instant:

messaging andpicturemessag ng-ser\rices{ﬂ

Figure 2-29
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(3)

e If necessary, click the Type of ey
Source box arrow and then click R — ' iﬁ”/{fﬁcﬁ?.ﬁgfd
Article in a Periodical, so that the Periodical
list shows fields required for a
magazine (periodical).

(o]
S
Q
)
Q.
©
=
(9
©
S
2

Create Source

19
Twpe of Source |Article in a Periodical v |
e Click the Author text box. Type g
r % ; 3 ;
Davies, Habika asthe author. : puthor |Davies, Habika [ =T
’ list changed to ]
reflect fields [ corporate &uthor |
. . . source
e Click the Title text box. Type rpee?ikglc'ieigafor a Title |Text IMessaging, Instank Messaging, and Picture Messaging J_ information
Text Messaging, Instant \< Periodical Title |Computing in Today's World . f::f[;ig;
Messaging, and Picture 3 vear |2008 (
Messaging as the article title. Month [January |
Dray | |
e Press the TAB key and then type [ poges [+4d i
Computing in Today'’s World i
. . . [ shiow all Eiblingraphy Figlds
as the periodical title. Tag name Example: 50-62
|Dav08 IM,—>[ [a]3 ] [ Cancel J
e Press the TAB key and then type | —

2008 as the year.
Peopleusemobilephones, PDAS, andothermobiledevicestoaccesstextmessaging i nstant:

e Press the TAB key and then type
January as the month.

messaging andpicturemessag ng-ser\rices{ﬂ

® Press the TAB key twice and
then type 34-42 as the pages
(Figure 2-30).

o Figure 2-30
e Click the OK button to close the
dialog box, create the source, and
insert the citation in the document ms. Singhf]
at the location of the insertion
point (Figure 2-31).

AlewPappasy)

English1049]
28:March- 200819)
Wireless-Communicationsq)
Wirelesscomrmunicationsareeverywhere Peoplearoundtheworldregular ysend-andreceive

rmessageswirelessly, thatis, transmittedthroughthe-air, -Three-types-of-wireless-crmmuni cations

includewirelessmessagingservices, wirglessinty i N &, andglobal positioningsystems.q)
insertion point

Peopleusemobilephones, POAs, andothermbbiledevicestoaccesstextmessaging, i nstant:

messaging, -and-picture-messaging services | Davies)

citation inserted
in text

Figure 2-31
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To Edit a Citation

In the MLA style, if a source has page numbers, you should include them in the citation. Thus, Word provides
a means to enter the page numbers to be displayed in the citation. The following steps edit a citation, so that the

page numbers appear in it.

e Click somewhere in the citation to
be edited, in this case somewhere
in (Davies), to select the citation
and display the Citation Options
box arrow.

Wireless.Communications9)

Wirelesscommunicationsareeverywhere. Peoplearoundthewaorldregularlysendandreceivy

ticteamcemitbactbeanghtheair, Threetypesof wirglesscommunications
citation tab is used to

messageswirelessly, th

e Click the Citation Options box includewirelessmessa g}%‘éi:nilfgzz?o?iﬁ ternet{ citation [5 -andglobalpositioningsystems.
arrow to display the Citation the document sdltaaize
. . Peopleusemobileghones, FONGG, and-ather iledevicestoaccesstextmessaging instant
Options menu (Figure 2-32). D’Q‘
. Citation . ) Citation Options
< | What is the purpose of the tab to mes=aging, A | MORHonsImen U N & = el ‘ box arrow
o3 T |
o /| the left of the selected citation? o \ .
="| Edit Cltatlon\ Edit Citati
I Itation
If, for some reason, you wanted to Edit Source TS o (56
LCornvert citation to static text selected

move a citation to a different loca-
tion in the document, you would
select it and then drag the citation
tab to the desired location.

12)

e Click Edit Citation on the Citation
Options menu to display the Edit
Citation dialog box.

2! Update Citatians and Bibliography E

mmunicati, .

Figure 2-32

Edit Citation
dialog box

\

Fappas19]

Edit Citation 2%
Add

Pages: 34-42] |

Suppress

[Jauthor [year [ Title

alexPappasq)

pages
entered

e Type 34-42 in the Pages text box
(Figure 2-33).

M5, Singh)

English-1049]

OK button

2&March. 20089)

K J[ Cancel ]

Figure 2-33

13

e Click the OK button to close the
dialog box and add the page wirelesscommunicationsare everywhere. Peoplearoundthesworl dregularlysend andreceive
numbers to the citation in the
document (Figure 2-34).

messageswirelessly, thatis, transmittedthroughtheair. Threetypesof wirelesscommunications:

— etaccesspoints,andglobalpositioningsystems.9

includewirelessmessagingservig
0 citation remains
Pecpl bilephantn e biledevicest text ing instant
eopleusemokilephones, . ohile-devicestoaccess text messaging instant:
e Press the END key to move the F Y B

insertion point to the end of messaging -and-picture-m essaging servicd 2 (Davies 34-42)]
the line, which also deselects the /
citation. page numbers

added to citation

® Press the PERIOD key to end the
sentence. ]
Figure 2-34
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To Enter More Text

The next step is to continue typing text in the research paper up to the location of
the footnote.

o Press the SPACEBAR.

9 Type these three sentences (Figure 2-35): Through text messaging services, users
send and receive short text messages, which usually consist of fewer
than 300 characters. Wireless instant messaging is an Internet
communications service that allows a wireless mobile device to
exchange instant messages with one or more mobile devices or online
personal computers. Users send graphics, pictures, video clips, sound
files, and short text messages with picture messaging services.

Edit a Source

To edit a source, click
somewhere in the
citation, click the Citation
&lexPappazq Options box arrow, and
then click Edit Source

MEITEIY on the Citation Options

English1049] menu to display the Edit
Source dialog box (which

28:Narch 20089 resembles the Create

Source dialog box). Make
necessary changes and
then click the OK button.

WirelessCormmunications]

Wirelesscommunicationsareeverywhere, Peoplearoundtheworldregularlysendandreceive

messageswiralessly, thatis, transmittedthrough citation complete 1.y raless communicatians:

with page
_ _ _ . _ numbers o
includewirelessmessagingservices, wireless| ntermeracegzrpomrewndgl obal positioning sy sterm 5.9

Peopleusemobilephones, PDaAs, and othermobfledevicestoaccesstextmessaging instant:
=

messaging and-picture messagingservices (Davies 34-42), Throughtextmessaging services, users.send.

and-receiveshorttextmessages, whichusually.consistof fewerthan300characters. Wirelessinstant. S

entered

messagingisaninternetcommunicationsservicethatallowsawirelessmohiledevicetoexchange

instantmessageswith-oneormoremaobile-devices-oronline personal-computers.Userssend-graphics,:

pictures, videoclips,soundfiles, andshorttextmessageswith-picturemessagi ng-serviE\s'.h I

insertion
point

55 Communicati,. .

Figure 2-35

Footnotes

As discussed earlier in this chapter, explanatory notes are optional in the MLA
documentation style. They are used primarily to elaborate on points discussed in the body
of a research paper. The MLA style specifies that a superscript (raised number) be used for
a note reference mark to signal that an explanatory note exists either at the bottom of
the page as a footnote or at the end of the document as an endnote.

In Word, note text can be any length and format. Word automatically numbers
notes sequentially by placing a note reference mark in the body of the document and also
to the left of the note text. If you insert, rearrange, or remove notes, Word renumbers any
subsequent note reference marks according to their new sequence in the document.

(o]
S
Q
)
Q.
©
=
(9
©
S
2
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To Insert a Footnote Reference Mark

The following step inserts a footnote reference mark in the document at the location of the insertion point
and also at the location where the footnote text will be typed.

1) R
References tab [—— :
W|catmns Paper - Microsoft Word
Page Layout References | Mailings Rewiew i

e \With the insertion

point positioned
as shown in : :
A E| [i]insert Endnote = g Manage Sources 1
%;hﬁ'Nextl‘ootnote"\= U Styler MLs - =
|| Inseit sert Mark

= Insert Table of Figures
I LUpdate Table

=] Insert Index
It Update Index

Figure 2-35 on
the previous page,

| Footnate | =| Show Notes Insert Endnote |ingraphy = CIanptmn ['#] Cross-reference Entry
C“Ck the Insert | Footnotes ! B pliography Captions Index
Footnote button on T R R S R N A T,
the References tab : : ) ‘ ) ‘ S ' ' ) ) —
to display a note Lr::tr:wte eceiveshorttextmessages, whichusuallyconsistof fewerthan300characters. Wirelessinstant:
reference mark (a button agingisandnternetcommunicationsservicethatallowsawirelessmohiledeyicetoexchange

superscripted 1) in
two places: (1) in the
document window
at the location of the
insertion point and
(2) at the bottom of
the page where the
footnote will be
positioned, just
below a separator
line (Figure 2-36).

What if | wanted

instantmessageswith-onearmoremobiledeyicesoronlinepersonalcomputers, Userssendgraphics,:

pictures, videodips soundfiles,andshort text messagesswithopi cturem essagingseryi ces, &)

Q&A

explanatory notes
to be positioned as
endnotes instead of
as footnotes?

You would click
the Insert Endnote
button on the
References tab,
which places the
separator line and
the endnote text
at the end of the

Other Ways

1. Press CTRL+ALT+F

note reference mark is
displayed, by default,
superscripted in document
window and in note text area

-1

footnote text will
be typed here

separator line, which automatically is inserted,

divides document text from note text

nrURcat. ..

Figure 2-36

document, instead of the
bottom of the page containing the reference.

To Enter Footnote Text

The next step is to type the footnote text to the right of the note reference mark
below the separator line.

o Type the footnote text up to the citation: Podpora and Ruiz indicate that some
messaging services use the term, video messaging, to refer separately
to the capability of sending video clips and then pressthe SPACEBAR.
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To Insert a Citation Placeholder

Earlier in this chapter, you inserted a citation and its source at once. Sometimes, you may not have the source
information readily available and would prefer entering it at a later time.

In the footnote, you will insert a placeholder for the citation and enter the source information later. The
following steps insert a citation placeholder.

o With the insertion point
positioned as shown in

(o]
S
Q
)
Q.
©
=
(9
©
S
2

Wireless Communications Paper - Microsoft Word

. . Mailings Rewiew Wi
Figure 2-37, click the Insert e = =
. . In_serF gManagc Sources = 1 locadtTabla of B : =] Insert Iny
Citation button on the References E:}f&i“ k e S| S |nsert Citation menu | |== Einre
) X - | & - — g . ; { Update
tab to display the Insert Citation Insert Insert Insere | includespreviously |
. otnote % Showe MNotes Citation[&ﬂj Bibliography - Caption A [zerecleolics Entry
menu (Figure 2-37). ;
Footrnotes (] Davies, Habika Captions Index
E— S 1-'. — Text Messaging, Instant Messaging, re .'5'. e — 6 —
3 P " and Picture Messaging, [2008) M Add New - - - s
. | Add New Source., | Placeholder ) )
andreceiveshorttet Bh| 4kt N asehotd /E command  [acters, ‘Wirelessinstant:
& ew Placeholder.
messagingisaninterne €3 | search Libraries... aavirelessmaobile-devicetoexchange:

resmohiled

: al
LpodporaandRuizindicatethat-some messagingservicesusethe term, video-messaging to-refer separatelyto-the:
capabiIity-of-sendingvideo-clips{l\

footnote text
entered

e nicati, .

Figure 2-37

12)

e Click Add New Placeholder on the e p—
Insert Citation menu to display the I e

Placeholder Name d|a|09 box. andreceiveshorttextmessages whichusnallwveansistof fewerthan300characters, Wirelessinstan)

Placeholder Name
dialog box

e Type Podpora as the tag name for
the source (Figure 2-38).

messagingisaninternetcomm tallowsawirelessmobiledevicetoexchange

instantmessageswith-oneormore-mobilgdevices-oronline personal-com puters. Userssend-graphi

What is a tag name? Placeholder Name

Q&A

pictures, videoclips, sound{i

tag name entered ]

‘lPodporal |

Y
OK button

. . g saging-services.?‘fﬂ
A tag name is an identifier that

links a citation to a source. Word
automatically creates a tag name
when you enter a source. When
you create a citation placeholder,
enter a meaningful tag name,
which will appear in the citation
placeholder until you edit the
source.

13

o Click the OK button to close the
dialog box and insert the tag
name in the citation placeholder.

Twpe the tag name of the source, You can add more
information to this source later by clicking Edit in the
Source Manager,

K ][ Cancel ]

® Press the PERIOD key to end the
sentence. Figure 2-38
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Footnote Text Style

When you insert a footnote, Word formats it using the Footnote Text style, which
does not adhere to the MLA documentation style. For example, notice in Figure 2-38 on
the previous page that the footnote text is single-spaced, left-aligned, and a smaller font
size than the text in the research paper. According to the MLA style, notes should be
formatted like all other paragraphs in the paper.

You could change the paragraph formatting of the footnote text to first-line indent
and double-spacing and then change the font size from 10 to 11 point. If you use this tech-
nique, however, you will need to change the format of the footnote text for each footnote
you enter into the document.

A more efficient technique is to modify the format of the Footnote Text style so that
every footnote you enter into the document will use the formats defined in this style.

To Modify a Style Using a Shortcut Menu

The Footnote Text style should be based on the Research Paper Paragraphs style defined earlier in this chapter.
Because the Footnote Text style specifically set paragraphs to single-spaced and the font size to 10 point, you will need
to modify those formats to double-spaced paragraphs and 11-point font. The following steps modify the Footnote
Text style.

o

e Right-click the note text in the

footnote to d|5p|ay a shortcut ABI jlhsert Endnate [ - ) Manage Sources i} i) InsertTable of Figures D+ = InsertInde
menu related to footnotes LU AB Mext Footnote + :Ilr.1sert U7h Style: mMLA - In-se-r.t ¥ Update Table — I Update In
(Figure 2_39) Eoothote _EI Show Notes Citation = @ Bibliography ~ Caption Lhj Cross-reference Entry

Footnotes (] Citations & Eibliography Captians

g g rem R i [t o e e e ) et 5
I ' ] ! f I | ) f :
andreceiveshorttextmessages, whichusually consistof fewerthan300characters. Wirelessinstant.
messagingisaninternetcommunicationsservicethatallowsawirelessmobiledevicetoexchange
instantmessageswith-one-ormoremobiledevicesoronlinepersonal com puters.Userssendgraphics,:

pictures, videodips soundfiles,andshortteitmessageswithpi cturemessagings ervices, )

shortcut menu

Font..

Paragraph... Style

Style...A/ command

Goto Footnote

Mote options..,

Corwert to Endnote
insertion

@ 2 Huperlink...

: q ﬂ look Up..

LpodporaandRuizindicatethatsome messaginfuservicesusethe term, video messaging to refer separately to-the-

capability-of-sendingvidea-clips-(Podpora). q libri (Bocs 110+ AS A7 ‘e‘v 7

o7 aby . - = & -

footnote paragraphs should be citation At
formatted the same as other placeholder
paragraphs in the research paper inserted

Figure 2-39
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aptions Index || Table of Authaki

play the Style dialog dialog box

box. If necessary, [l styles

click Footnote Styles list | | Styles: i

o~
)

Q

]

Q.

e Style dialog box ©
v

o Click Style on the . 0 - — T - =
shortcut menu to dis- Sl g Modify Style e Mark 2

| Category:

TeXt in .the Foobnote Text Style based on
Marne; |Footnote Text
@ Emphasis | = box arrow
I || . @ Endnote Reference T A e e
Sty es list e -l Linked {paragraph and charactes
T | T Envelape Address Style based on; | 1@ Research Paper Paragraphs
° Cllck the Modlf ext style ¥ Ervelope Return
y selected «g FollowedHyperlink Style For Following paragraph: | 1@ Research Paper Paragraphs
H I8 Footer
bUtton n the @ Footnote Reference button Formatting
H Footnoke £ i
Style dialog box e l [Calbripody)  w|[ti w|| B £ U [ Auomatic Stylelfor
i i followin
to display the Modify g | i baraors 9
. | = grap
Style dialog box. box arrow
Font: 10 pt, Line spacing: single, Space After: 0 pt, Style: o / .
. , Linked, Hide unkil used, Priority: 100, Based on: Mormal Darseraril Font Size
e Click the 'Style based / s DOXAMOW | mone] Double Space bk tensamsi
'
on’ box arrow and s st N ——
then click Research ARSI
lists formats SaMmple Text Sample Text SaMmple Text SaMple Text5ample Text
Paper Paragraphs so assigned to mL‘ Follmme' Folloming Pzl P
selected style Apply button ke e i SRt
that the Footnote
. Style: Linked, Hide unkil used, Priority: 100, Based on: Research Paper Paragraphs, Following style:
Text Style s based on Research Paper Paragraphs
the Research Paper j =
P : Epng d d:ﬂ [ addt f Style list [ ] Autamaticaly updat SKblition
Paragraphs Style. EPodporaand-Ruizindica 0 Quick Style lis utomatically update

(%) only in this document () New documents based on this template

referseparately-tothe-capahility:

o Click the 'Style for
following paragraph’

box arrow and then [ s 156 | |

scroll to and click T wirsless Communicati.

Research Paper

Paragraphs so that Figure 2-40

the additional footnote
paragraphs are based on the Research Paper Paragraphs style.

e Click the Font Size box arrow and then click 11 in the Font Size list to change the font size to 11.

o Click the Double Space button to set the line spacing to double (Figure 2-40).

(3]

e Click the OK button in the
Modify Style dialog box to close ; ;
the dialog box. = o

LPadporaandRuizindicatethatsomemessaginkservicesusethetarm, videomessaging, to-

e Click the Apply button in the

referseparatelytothe capahility-of sendingvideo-clips{Podporal. q \
Style dialog box to apply the style

Footnote Text style
changes to the footnote text modified to match
. - research paper
(Flgure 2—41) paragraphs

Will all footnotes use this i L
modified style?

Q&A

Figure 2-41

Yes. Any future footnotes entered
into the document will use an 11-point
font with the paragraphs first-line indented and double-spaced.

Other Ways

1. Click Styles Dialog Box change settings, click OK button, scroll to Footnote Text
Launcher, click Footnote Text button and then select it, click Modify
in list, click Footnote Text 2. Click Styles Dialog Box button, change settings, click
box arrow, click Modify, Launcher, click Manage Styles OK button in each dialog box
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To Edit a Source

When you typed the footnote text for this research paper, you inserted a citation placeholder for the source.
You now have the source information and are ready to enter it. The following steps edit the source.

e Click somewhere in the citation
placeholder to be edited, in this
case (Podpora), to select the
citation placeholder.

e Click the Citation Options box
arrow to display the Citation Citation
Options menu (Figure 2-42). PR G

- * Edit Source
5 | Edit Citation command

Edit Source

Convert citation to static text

=Y Update Citations and Bibliography

?E-F'deura-and-Ruiz-i setheterm, videomessaging to:

ot ————n.gif Citation Options
citation placeholder 2 box arrow
selected

referseparatelytothec

12

e Click Edit Source on the Citation
Options menu to display the Edit
Source dialog box.

Figure 2-42

e If necessary, click the Type of

Source box arrow and then click

Book, so that the list shows fields Virelass Commriutications Paper - Microsoft Word

required fOf a bOOk. Page Layout References Mailings Rewiew Wi

. i jinzert Endnote B g Manage Sources 1 =] Insert Table of Figures i =] Insertin

¢ Click the Author text box. Type AB; AH Mext Foothote ~ @ % style: MLa - =] 1 Update Tahle = 1 Update]]

POdporal Maxine C. ’ and FDIr;i:r;:te ﬁshow Motes Cii::ieoi' ﬂjBthiographyv .:I:;;:n | #] Cross-reference :-::rr;

Adelbert D. Ruiz asthe author. e —— Eitations & Bibliography o

dialog box
e Click the Title text box. Type -
Advances in Wireless

. | Edit Source
Internet Access Point

Technology as the book title. Type of Source |Book
EBibliography Fields for MLA
® Press the TAB key and then type Author |Podpora, Maxine C., and Adelbert D, Ruiz [ [ ede |
2008 as the year. [ corporate Author |

source

Tikle |ndvances in Wireless Internet Access Point Technology R

e Press the TAB key and then type
Dallas as the city.

Year [2008 entered in
text boxes

City |Dallas

Publisher |We||s Publishing|

e Press the TAB key and then type
Wells Publishing as the [ 5how &l Eibliography: Fields

Tag name Example: Adventure Works Press

publisher (Figure 2-43). bode | OK button |—>[

e Click the OK button to close the
dialog box and create the source.

Figure 2-43

Other Ways

1. Click Manage Sources
button on References
tab, click placeholder
source in Current List,
click Edit button
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To Edit a Citation

In the MLA style, if you reference the author’s name in the text, you should not list
it again in the parenthetical citation. Instead, just list the page number in the citation. The
following steps edit the citation, suppressing the author but displaying the page numbers.

If necessary, click somewhere in the citation to be edited, in this case (Podpora), to select
the citation and display the Citation Options box arrow.

Click the Citation Options box arrow to display the Citation Options menu.
Click Edit Citation on the Citation Options menu to display the Edit Citation dialog box.
Type 79-82 in the Pages text box.

Click the Author check box to place a check mark in it (Figure 2-44).

Q0000

Click the OK button to close the dialog box, remove the author name from the citation in
the footnote, and add page numbers to the citation.

L Wireless Comimunications Paper - Microsoft Word = T K
sert Page layout | References | Mailings Rewview ‘e @
et = ABI _[;]Insert Endnaote __z QM&M;& Sources | | *i 1] Insert Table of Figures j =] Inser:Index @‘ e
@ Table || AR Wext Footnote = | — U3 stgle: mLe || — Y Update Table [ I Update Index || E
Insert | Inyest ~ Insért | Mark Mark
| Faotnote =] Show Notes Citation = &) Biblingraphy = Captiop L] Cross-reference | Ertry | citation
| ~ Footnotes || Citations & Bibliography || Captions | Index || Table of Authorities

andreceiveshorttextmessages, whichusuallyconsistof fewerthan300characters, Wirelessinstant:

Edit Citation

messagingisaninternet-communicationss afeles) |9
I X

sawirelessmohiledevicetoexchange

instantmessageswith-oneormoremobiledgeicesoronlinepersonal computers. Userssendgraphics,:

pictures, wideoclips, soundfiles,an

remessagingseryices.;;
Add pages
Pages: 70-g7 «—| entered

SUppress

check box selected
so that author
name does not
appear in citation

i [rear []Title

i Ok i[ Cancel J

£

citation
q selected

£Padporaand Ruizindicatethatsomemessdgingsarvicasusethatarm, videcmessaging, to-

T Citati
referseparatelytothe-capahility of sending video-clif : d Olp:i:)cr):;
- box arrow

Figure 2-44

Word Chapter 2
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Spacing after
Punctuation

Because word processing
documents use variable
character fonts, it often is
difficult to determine in
a printed document how
many times someone
has pressed the SPACEBAR
between sentences.

The rule is to press the
SPACEBAR only once after
periods, colons, and
other punctuation marks.

Working with Footnotes and Endnotes

You edit footnote text just as you edit any other text in the document. To delete or
move a note reference mark, however, you must be in the document text (not in the foot-
note text).

To delete a note, select the note reference mark in the document text (not in the
footnote text) by dragging through the note reference mark and then click the Cut but-
ton on the Home tab. Another way to delete a note is to click immediately to the right of
the note reference mark in the document text and then press the BACKSPACE key twice, or
to click immediately to the left of the note reference mark in the document text and then
press the DELETE key twice.

To move a note to a different location in a document, select the note reference mark
in the document text (not in the footnote text), click the Cut button on the Home tab, click
the location where you want to move the note, and then click the Paste button on the Home
tab. When you move or delete notes, Word automatically renumbers any remaining notes in
the correct sequence.

If you position the mouse pointer on the note reference mark, the note text displays
above the note reference mark as a ScreenTip. To remove the ScreenTip, move the mouse
pointer.

If, for some reason, you wanted to change the format of note reference marks in
footnotes or endnotes (i.e., from 1, 2, 3, to A, B, C), you would click the Footnotes Dialog
Box Launcher to display the Footnote and Endnote dialog box, click the Number format
box arrow, click the desired number format in the list, and then click the OK button.

If, for some reason, you wanted to convert footnotes to endnotes, you would click
the Footnotes Dialog Box Launcher to display the Footnote and Endnote dialog box,
click the Convert button, make sure the Convert all footnotes to endnotes option button is
selected, click the OK button, and then click the Close button in the Footnote and Endnote
dialog box.

To Enter More Text

The next step is to continue typing text in the body of the research paper.

o Position the insertion point after the note reference mark in the document, and then press
the ENTER key.

9 Type the third paragraph of the research paper (Figure 2-45): In many public
locations, people connect to the Internet through a wireless Internet
access point using mobile computers and devices. Two types of wireless
Internet access points are hot spots and 3-G networks. A 3-G network,
which uses cellular radio technology, enables users to connect to the
Internet through a mobile phone or computer equipped with an
appropriate PC Card. A hot spot is a wireless network that allows
mobile users to check e-mail, browse the Web, and access any Internet
service - as long as their computers or devices have the proper
wireless capability.
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To Count Words

Often when you write papers, you are required to compose the papers with a minimum number of words. The
minimum requirement for the research paper in this chapter is 325 words. You can look on the status bar and see the
total number of words thus far in a document. For example, Figure 2-45 shows the research paper has 250 words,
but you are not sure if that count includes the words in your footnote. The following steps display the Word Count
dialog box, so that you can verify whether the footnote text is included in the count.

e Click the Word
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©
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=7 Update Table

H H Insert Insert
Count Indlcator On_ Footnote :ﬁ Shou bates 1 citation = Word Count
the status bar to dis- f Cantents Footnoﬂ Word Count i Index
= : = dialog box A statictics: -

play the Word Count B, - 7 T ] statistics (AR

X B =il o il A Pages 1 about current | 25l T
dlalog box. Words 50 document

andreceiveshorttextmessages Ef e (e heres) et / Taracters. wylreleccinctant.
2 ! ENTER key

Characters (with spaces) 1,676

o If necessary, place a pressed after note

. messagsinmicandnternetcammu Paragraphs aQ biledeyice: f K
check mark in the be sure check s . reference marl
‘Include tethOXes, in_box s selected thameermg Include textboxes, footnotes and endnotes puters Userssendgraphics,:

footnotes and
endnotes’ check box.

sagingseryices &

pictures, videoclips, soundfiles, Close button |—>

Irmany publicl ocations, peopleconnecttothed nternet throughawirel essinternet-access paint:

s

< | Why do the statistics
g in my Word Count
dialog box differ
from Figure 2-45?

usingmobilecomputersanddevices. Twotypesof wirelessinternetaccesspointsarehot spotsand-3-G-

paragraph
entered

networks, &3-Gnetwork, whichusescellularradiotechnology,.enablesuserstoconnecttothelnternet:

Depending on the throughamohilephonearcom putereqguippedwithanappropriatePCCard, Ahotspotis awireless:
accuracy of your
typing, your statistics

may differ.

networkthatallowsmobileuserstocheck-e-mail, browsetheWeh, and-accessany lnternetservice—as:

L longastheircomputersordeviceshavetheproperwirel ess-capability.m\

insertion
e point
e Click the Close : N
button to close the Wieree] Geniié fPodpaoraand-Ruizindicatethatsomemessagingseryicesusetheterm, videomessaging, to-

indicator shows
current word
count is 250 erseparately tothe capakility.of-sendingvi deo-cli?‘;’g-m). L]

dialog box.

Can | display
statistics for just
a section of the
document?

Yes. Select the
section and then
click the Word Count
indicator on the status bar to display statistics about the selected text.

author name removed
from citation and
page numbers added

Q&A

arnmunicat, ..

Figure 2-45

Other Ways

1. Click Word Count
button on Review tab

2. Press CTRL+SHIFT+G

Automatic Page Breaks

As you type documents that exceed one page, Word automatically inserts page
breaks, called automatic page breaks or soft page breaks, when it determines the text
has filled one page according to paper size, margin settings, line spacing, and other set-
tings. If you add text, delete text, or modify text on a page, Word recomputes the location
of automatic page breaks and adjusts them accordingly.

Word performs page recomputation between the keystrokes, that is, in between the
pauses in your typing. Thus, Word refers to the automatic page break task as background
repagination. The steps on the next page illustrate Word’s automatic page break feature.
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To Enter More Text and Insert a Citation Placeholder

The next task is to type the fourth paragraph in the body of the research paper.

o With the insertion point positioned at the end of the third paragraph as shown in
Figure 2-45 on the previous page, press the ENTER key. Type the fourth paragraph of the research
paper (Figure 2-46): A global positioning system (GPS) is a navigation system
that consists of one or more earth-based receivers that accept and analyze
signals sent by satellites in order to determine the receiver’s geographic
location, according to Shelly and Cashman and then press the SPACEBAR.

Click the Insert Citation button on the References tab to display the Insert Citation menu.
Click Add New Placeholder on the Insert Citation menu to display the Placeholder Name
dialog box.

Type Shelly as the tag name for the source.

Click the OK button to close the dialog box and insert the tag name in the citation

. placeholder.
Page Break Locations

As you type, your Press the PERIOD key to end the sentence. Press the SPACEBAR. Type A GPS receiver is

pag.e break may <?ccur a handheld, mountable, or embedded device that contains an antenna, a

at different locations . . . . ]
radio receiver, and a processor. Many mobile devices, such as mobile

depending on Word L . . .
settings and the type of phones and PDAs, have GPS capability built into the device.

printer connected to the

® 00 O

0 Press the ENTER key.

computer.

longastheircomputersordeviceshavetheproperwirelesscapability. /
£alobal positioningsystem {GPS)isanavigationsystemthatconsistsof oneormoreearth-

basedreceiversthatacceptandanalyzesignal ssentby satellitesinordertodeterminethereceiver’s

al
tPodporaandRuizindicatethat somemessagingservicesusetheterm, videom essaging, tor

footnote remains
at bottom of —
first page

referseparatelytothe capahility-of sendingvideo-clips{73-82).9

A

entered
paragraph
spans two pages

correct page

number
automatically
appears in header

page break

placeholder .
citation entered Pappas2q]

gengraphiclocation, accordingto-Shellyv-and-Cashm an-(Shelly). &GP S receiveris-a-handheld, mountable,

orembeddeddevicethatcontainsanantenna, aradioreceiver, and-aprocessor.Many mohiledevices,

insertion

2?:232"2\' suchras-mobilephonesand PDAs, have GRS capabilitybuiltintothedevice. 9] I

Iﬂ word count now
meets minimum
required

Figure 2-46
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To Edit a Source

When you typed the fourth paragraph of the research paper, you inserted a citation
placeholder, Shelly, for the source. You now have the source information, which is for a
Web site, and are ready to enter it. The following steps edit the source for the Shelly
citation placeholder.

Click somewhere in the citation placeholder to be edited, in this case (Shelly), to select the
citation placeholder.

Click the Citation Options box arrow to display the Citation Options menu.
Click Edit Source on the Citation Options menu to display the Edit Source dialog box.

If necessary, click the Type of Source box arrow, scroll to and then click Web site, so that
the list shows fields required for a Web site.

Place a check mark in the Show All Bibliography Fields check box to display more fields
related to Web sites.

Click the Author text box. Type shelly, Gary B., and Thomas J. Cashman as
the author.

Click the Name of Web Page text box. Type How a GPS Works as the Web page title.

Click the Production Company text box. Type Course Technology as the production
company.

Click the Year Accessed text box. Type 2008 as the year.

Press the TAB key and then type March as the month accessed.

What if some of the text boxes disappear as | enter the Web site fields?

With the Show All Bibliography Fields check box selected, all Web site fields may not be
able to be displayed in the dialog box at the same time. In this case, some may scroll up.

20 00 @ ® 000

@ Press the TAB key -
Edit Source d
and then type 21 as dialog box .y
the day accessed 1 Type of Source |Web site ~ K
AB‘-‘ Bibliography Fields For MLA
Type of Source
@ Press the TAB key and then type Insert (" hame of Web Site | b{ﬁ( arrow 4
www.scsite.com/wd2007/ ek Edtor | || I—TE—]
pr2/wc.htm as the URL == Praducer Name | ] I
(Figure 2_47) B Production Company |Course Technology |
% Year | |
@ Click the OK button to close < “ Month | |
i displayed fields s
the dialog box and create o Day | |
the source. site sources * ‘fear Accessed |ZDDS |
¢ Month Accessed |March |
Show All 13
Bibliography Day Accessed |21 : |
Fields check ® URL |www.scsite.com,l’wd2EID?,l’pr2,l’wc.htm| L |
box is selected o |
Show All Bibliography Fields *  Recommended Field
Tag name Example: http: v, adatum, com
|7Shelly [ Ok J [ Canicel ] i

geographiclocation, -according-to-shelly-and-CTE“_ F@r-is-a-handheld,-mountabl =N

citation R
orembedded-devicethatcont placeholder W
selected

Citation Options
box arrow

evicas:

Figure 2-47
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To Edit a Citation

As mentioned earlier, if you reference the author’s name in the text, you should not
list it again in the parenthetical citation. For Web site citations, when you suppress the
author’s name, the citation shows the Web site name because page numbers do not apply.
The following steps edit the citation, suppressing the author and displaying the name of
the Web site.

o If necessary, click the somewhere in citation to be edited, in this case (Shelly), to select the
citation and display the Citation Options box arrow.

Click the Citation Options box arrow and then click Edit Citation on the Citation Options
menu to display the Edit Citation dialog box.

Click the Author check box to place a check mark in it (Figure 2-48).

00 O

Click the OK button to close the dialog box, remove the author name from the citation,
and show the name of the Web site in the citation.

v = Wireless Communications Paper - Microsoft Waord

Insert Page Layout References Mailings Review Wiew

o Text ~ I -._I;'] Insert Endnote '___ g Manage Sources (] Insert Table of Figures | [ =] Insert Index
pdate Table AENanutno‘te * — l%style: MALA, b = I Update Table W Lipdate Index
Insert Insert y Insert Mark
Footnote =l Show Motes itation - & Bibliography - Caption LM Cross-reference Entry
ntents Footnotes = Citations & Bibliography Captions Index
1IB —— IR |5é?

Fodpora-and -Hulzindicate that 5om e-m essagingservicesusethaderm, videom essaging, 1o-

referseparatelytothe -capal*s-—* t ideo-clips{73-82).9]
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Edit Citation 2%
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geugraphic-IDcatiDn;according-to-shelly-and-Casw E Citation andheld, mountable,
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will be
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Figure 2-48
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To Enter More Text

The next step is to type the last paragraph of text in the research paper.

o Position the

insertion point
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geographiclocation, accordingto-Shelly-and-Cashm an(How 2. GPSWorks). -&.GPS-receiveris-a-handheld,

onthe paragraph mountable, orembeddeddeyicethatcontainsananterna, aradioreceiver, andapracassar, fany:
mark below the

citation shows

mohiledevices, such-asmobilephonesandH pility builtintothedeyice.q

fourth paragraph in et name of Web site
as’
the research paper paragraph Mobileuserscommunicatewirel esslythroughwirelessmessagingseryicas, wirelessinternat:
H entered
(Figure 2-48).

accesspoints,andglobal positioningsystems, Anyonecantakeadvantageof wirelesscommunications

9 Type the last I

usingrnabilecam puters-and-devices.h

paragraph of the
research paper
(Figure 2-49):
Mobile users

communicate

wirelessly

through Figure 2-49

wireless

messaging services, wireless Internet access points, and global
positioning systems. Anyone can take advantage of wireless communications
using mobile computers and devices.

To Save an Existing Document with the Same File Name

You have made several edits to the research paper since you last saved it. Thus, you
should save it again. The following step saves the document again.

o Click the Save button on the Quick Access Toolbar to overwrite the previous Wireless
Communications Paper file on the USB flash drive.

Creating an Alphabetical Works Cited Page

According to the MLA style, the works cited page is a list of sources that are referenced
directly in a research paper. You place the list on a separate numbered page with the title,
Works Cited, centered one inch from the top margin. The works are to be alphabetized
by the author’s last name or, if the work has no author, by the work’s title. The first line of
each entry begins at the left margin. Indent subsequent lines of the same entry one-half
inch from the left margin.

Create the list of sources. Plan

A bibliography is an alphabetical list of sources referenced in a paper. Whereas the text of Ahead
the research paper contains brief references to the source (the citations), the bibliography
lists all publication information about the source. Documentation styles differ significantly
in their guidelines for preparing a bibliography. Each style identifies formats for various
sources including books, magazines, pamphlets, newspapers, Web sites, television programs,
paintings, maps, advertisements, letters, memos, and much more. You can find information
about various styles and their guidelines in printed style guides and on the Web.
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To Page Break Manually

e With the insertion point at the
end of the text of the research
paper, press the ENTER key.

® Then, press CTRL+ENTER to insert a
manual page break immediately
above the insertion point and
position the insertion point
immediately below the manual
page break (Figure 2-50).

e Scroll to position the top of the
third page closer to the ruler.

The works cited are to be displayed on a separate numbered page. Thus, you must insert a manual page break
following the body of the research paper so that the list of sources is displayed on a separate page. A manual page
break, or hard page break, is one that you force into the document at a specific location.
Word never moves or adjusts manual page breaks; however, Word adjusts any automatic page breaks that fol-
low a manual page break. Word inserts manual page breaks immediately above the location of the insertion point.
The following step inserts a manual page break after the text of the research paper.

Other Ways

1. Click Page Break button
on Insert tab

0 © O

Drag the First Line
Indent marker to the
0” mark on the ruler,
which is at the left
margin, to remove
the first-line indent
setting.

Press CTRL+E to
center the
paragraph mark.

Type Works Cited
as the title.

Press the ENTER key.

Press CTRL+L to

left-align the paragraph

mark (Figure 2-51).

bottom of
page 2

page break

insertion
point on
page 3

correct page
number
automatically
appears in header

Fappas3q

Page: 3of 3 | Words: 357 | b

Figure 2-50

To Center the Title of the Works Cited Page

First Line Indent
marker moved to
left margin

E JATTTOTES

Captions

"The works cited title is to be centered between the margins of the paper. If you simply
issue the Center command, the title will not be centered properly. Instead, it will be one-half
inch to the right of the center point because earlier you set first-line indent at one-half inch.
Recall that Word is indenting the first line of every paragraph one-half inch.

"To properly center the title of the works cited page, you must move the First Line
Indent marker back to the left margin before centering the paragraph.

insertion
point

W

title centered
and typed

WDrks-Citedﬁ/

Figure 2-51

Pappas39
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To Create the Bibliographical List

While typing the research paper, you created several citations and their sources. Word can format the list of
sources and alphabetize them in a bibliographical list, saving you time looking up style guidelines. That is, Word
will create a bibliographical list with each element of the source placed in its correct position with proper format-
ting and punctuation, according to the specified style. For example, in this research paper, the book source will list,
in this order, the author name(s), book title, publisher city, publishing company name, and publication year with the
book title underlined and the correct punctuation between each element according to the MLA style. The following
steps create a MLA formatted bibliographical list from the sources previously entered.

o With the insertion point
positioned as shown in
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Page Layout References Mailings Rewiew e
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Will | select Works Cited from the
Bibliography gallery?

Q&A

No. The title it inserts is not
formatted according to the MLA
style. Thus, you will use the Insert
Bibliography command instead.

12)

e Click Insert Bibliography in the
Bibliography gallery to insert a list
of sources at the location of the
insertion point.

Ta Citaty

Bibliography

Biblingraphy
Chen, Jacky, Citations ard Refarencas, New Yark: Contosa Press, 2003

Haas, Jonathan. Creating 8 Formal Publication, Boston: Proseware, Inc., 2005.

Kramier, James Dawvid. How to Write

Chicage: Works Prass, 2006,
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Bibliography

Works Cited

insertion

point

alphabetical

o If necessary, scroll to
display the entire list

list of sources
automatically
generated by Word

Works Cited
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Figure 2-52

Works Citedq

Davies, Habika, ' TextMessaging Instantthlessaging and-PictureMessaging," ComputinginToday's
Waorlddanuary 2008

34-42.9]

I

of sources in the
document window
(Figure 2-53).
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Figure 2-53
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Shelly, GaryB.,and Thormasd. - Cazshman, Howa GPSWorks, Course Technology, 214arch 2008
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To Modify a Style Using the Styles Task Pane

Although the format within each entry in the bibliographical list meets the MLA style, the paragraph formatting
does not. Currently, entries are based on the Normal style, which does not have the correct line or paragraph spacing.
"Thus, you will modify the style so that it is based on the No Spacing style (no blank space before or after a paragraph)
and change its line spacing to double. The following steps modify the Bibliography style.

e Click somewhere in
the list of sources to
position the insertion
point in a paragraph
formatted with the
Bibliography style.

Why did the list of
sources turn gray?

Q&A

The entire list of
sources is a field that
Word automatically
updates each time
you make a change
to one of the sources.
Word, by default,
shades fields gray on
the screen to help
you identify them.
The gray shading,
however, will not
appear in the printed
document.

Click Home on the
Ribbon to display the
Home tab.

Click the Styles
Dialog Box Launcher
to display the Styles
task pane.

If necessary, scroll to
Bibliography in the
Styles task pane. Click
Bibliography to select it,
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Delete Biblingraphy..,

Add to Quick Style Gallery
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Figure 2-54

if necessary, and then click its box arrow to display the Bibliography menu (Figure 2-54).
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12

== e pe=r — 177 &aBhCcDc  &4aBbCcDe  2aE0

graphs on the No
Spacing style.

List Paragraph

o Click the Modif . = ——
BT ; E=|[t="| &~ i i
Sl
y Aa || L7 J Modify Style = || = | n T Mormal Research T Mo Spadi Heading 1 Styles task pane
command on the dialog box = Close button
T P h ([ Sty TCTTT
Bibliography menu = = — — N
to display the Modify & Modify Style e ™
Style dialog box. T Clear 4l Al
o Marrial T
. arme: |B|b||0graphy | |
o Click the ‘Style | b Danar Dasapraphs 112
based on’ box arrow vty [Pttt 3 Style based €
and then C|iCk No Skyle based on: | 1 Mo Spacing VI" IU::IEC:X SOy 1a
Spacing to base the Skyle For Following paragraph: | T Mo Spacing v{‘ﬁ\\i Style for Ia
ibli Farmattin | following 1
Bibliography style on . paragraph -
f | calibi (Find w1l »|B I O Aukomat - box arrow iy
the No Spacing style. — p [ N U [ awonac  ® DoE a
modifiedstyle | = = | R |; 4= 4= s ' | Emphasis a
e Click the 'Style for = = B2 So —_= = Borble = "'B Intense Emphasis a
following paragraph’ ,J;I Bt Dgngh Breris i | Poublespace friou: pngrgn previn Strong a
box arrow and then o _ o e . e Quote 1
c|ick No Spacing I”a,J' Davies, Habika. "Text Messaging, |meant Messaging, and Pictur Messaging. " Computing in Today's wol i Thtares diibta 1
L. EnEny 2008 33-42. Subtle Reference a
to base additional e
- . i ; i i . i i . i i Intense Reference a
bibliographical para- S i
T
¥

I Eibliography

Automatically Etyle: Automatically update, Hide until used, Priority: 38, Based on: No
update check E; Mo Spacing
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o Click the Double Space
button to set the line
spacing to double.

[ add to Quick Style lisk
(&) Ol in this document

e Place a check mark
in the Automatically
update check box
so that any future
changes you make to
the bibliographical
paragraphs will update the Bibliography style automatically (Figure 2-55).

(3]

o Click the OK button in the Modify
Style dialog box to close the dialog
box and apply the style changes
to the paragraphs in the

Figure 2-55

Works Citedq)
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document.
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the Styles task pane title
bar to close the task pane
(Figure 2-56).

Dallas:wellsPublishing, 2008, 9

Shelly, GaryB.,and Thormasd. - Cazhrman, Howa GRS Works Course Technology, 2Larch- 2008

L sesite.com,wd 2007/pr2fwe htm=.q]

Other Ways

1. Click Styles Dialog Box f

Launcher, click Manage
Styles button, scroll to
style and then select

it, click Modify button,
change settings, click
OK button in each
dialog box

Figure 2-56

(o]
S
Q
)
Q.
©
=
(9
©
S
2




WD 116 Word Chapter 2 Creating a Research Paper

To Create a Hanging Indent

Currently, the first line of each source entry begins at the left margin. Subsequent lines in the same paragraph
are to be indented one-half inch from the left margin. In essence, the first line hangs to the left of the rest of the

paragraph; thus, this type of paragraph formatting is called a hanging indent.

One method of creating a hanging indent is to use the horizontal ruler. The Hanging Indent marker is the
bottom triangle at the 0” mark on the ruler (Figure 2-57). The following steps create a hanging indent using the

horizontal ruler.

e With the insertion point in the
paragraph to format, point to the
Hanging Indent marker on the
ruler (Figure 2-57).

12)

e Drag the Hanging Indent marker
to the .5” mark on the ruler to set
the hanging indent to one-half
inch from the left margin
(Figure 2-58).

Why were all three bibliographical
paragraphs formatted with a
hanging indent?

Q&A

When you make a change to
a paragraph based on the
Bibliography style, the
style is updated and all

that style also change
because you selected
the Automatically
update check box in the Modify
Style dialog box (shown in
Figure 2-55 on the previous page).

Other Ways
1. Right-click paragraph,

Hanging Indent marker

Hanging Indent|

be indented

second line in
paragraph should

one-half inch

First Line Indent
marker remains
at left margin

Hanging Indent
paragraphs based on marker positioned
.5” from left margin

Left Indent
marker moves
with the Hanging
Indent marker

click Paragraph on S
. second line in
shortcut menu, click paragraphs
Indents and Spacing indented
tab, click Special box one-halfinch

arrow, click Hanging,
click OK button

2. Click Paragraph Dialog
Box Launcher, click
Indents and Spacing
tab, click Special box
arrow, click Hanging,
click OK button

3. Press CTRL+T
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Hanging Indent
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Figure 2-58
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To Modify a Source and Update the Bibliographical List

If you modify the contents of any source, the list of sources automatically updates because the list is a field.
The following steps modify the title of the magazine article.

e Click References on = s e
. H I'ﬂ 9 i ' e Manage Sources
the Ribbon to display Source Manager || References “—FaifGs RN Wiew

button
dialog box
the References tab 9 Insert Endnote =D ‘jMan-pc Sources ﬁ |j Insert Table of Figures

(o]
S
Q
e
Q.
(¢}
=
Y
©
S
2

e Click the Manage
Sources button on

Master List displays | [Sort by Acthol < rrent List
the References tab : all available source displays sources
. sources — your in document
to dlsplay the Source Saurces available int list may differ T selected
i Master List = Current List
Manager dialog box. s e Hiets
Davies, Habika; Text Massaging, Instant Messaging, and Pickure Mess + Davies, Habika; saging, Instant Messaging, and Fickure M
« Podpora, Maxine C., and Adelbert D, Ruiz; Advances in Wireless Inl
[ C||ck the source you Edit Source Dileks + Shelly, Gary B., and Thomas 1. Cashman; How a GPS ‘Works

wish to edit in the dialog box
Current List.

Edit button

Edit Source

e Click the Edit button Type of Sourcs |Artic|e in a Periodical ~

to dISp|ay the Edlt Eibliography Fields far MLA

Author |Davies, Habika

Source dialog box. D Corperate Adther |

. Title | Text Messaging, Instant Messaging, and Ficture Messaging Services|
e In the Title text s | .

Petiodical Title |Computlng in Today's Warld /
bOX,.add the Word, Prewview (MLAY: e |ZDDE | T dded |
SerV|ces, to the Citation: (Davies) Manth |January
end of the title pay |

. Bibliography Entry: Fa | Close button
— ges (34-42
(Flgure 2 59) Davies, Habika, "Tex -42, l
:

[ sheow all Bibliography Figlds

Tag name Example; How to Write Eibliographies ¥
OK button Close

Figure 2-59

12)

e Click the OK button to close the
Edit Source dialog box.

word automatically
added to list of

e If a Microsoft Office Word dialog works Cited) sources
box appears, click its Yes button
Davies, Habika ' TextMessaging Instanthessaging andFictureMessagingServices, " Computingin.
to update all occurrences of the
source. Today'sWorl dJanuary 2008:- 34-42.9]
e Click the Close button in the Podpora, MaxineC., andAdelbert D, Ruiz. &dvancesinWireless nternet-AccessPoint Technology.:

Source Manager dialog box and
update the list of sources in the
document (Figure 2-60). shelly, Garyg.,and Thamasd.Cashman, Howa GPSWaorks, CourseTechnolagy, 21harch. 2008

Dallas:wellsPublishing,2008.9]

g What if the ||St Of sources in <www.scsite.com/wdEDD?/prE/wc.htm>.T|
o| the document does not update
automatically?

Click in the list of sources and
then press the F9 key, which is the
shortcut key to update a field.

Figure 2-60
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Plan
Ahead

Proofing and Revising the Research Paper

As discussed in Chapter 1, once you complete a document, you might find it necessary to
make changes to it. Before submitting a paper to be graded, you should proofread it. While
proofreading, you look for grammatical errors and spelling errors. You want to be sure the
transitions between sentences flow smoothly and the sentences themselves make sense.

Proofread and revise the paper.

As you proofread the paper, look for ways to improve it. Check all grammar, spelling, and
punctuation. Be sure the text is logical and transitions are smooth. Where necessary, add text,
delete text, reword text, and move text to different locations. Ask yourself these questions:

Does the title suggest the topic?

Is the thesis clear?

Is the purpose of the paper clear?

Does the paper have an introduction, body, and conclusion?
Does each paragraph in the body relate to the thesis?

Is the conclusion effective?

Are all sources acknowledged?

"To assist you with the proofreading effort, Word provides several tools. You can go to

a specific location in a document, move text, find and replace text, insert a synonym, check
spelling and grammar, and look up information. The following pages discuss these tools.

To Use the Select Browse Object Menu

Often, you would like to bring a certain page, footnote, or other object into view in the document window. To
accomplish this, you could scroll through the document to find a desired page, footnote, or item. Instead of scrolling
through the document, however, you can use Word to go to a specific location via the Select Browse Object menu.
The following steps display the footnote in the research paper using the Select Browse Object menu.

o Click the Select Browse Object
button on the vertical scroll bar to
display the Select Browse Object

menu and then position the

mouse pointer on the Browse by

Footnote icon (Figure 2-61).

Fsaging dnstanthlessaging -andPictureiessagingServices." Computingin:
nuary2008;- 34-42.9)

ladelbertD Ruiz advancesindirelessinternetccessPoint Technology.:

blishing, -2008.9)

asd.Cashman, Howa: GPS-Works, Course Technology. 21:March. 2008

when you point to an icon on the
Swd2007/pr2fwe htm=.q Select Browse Object menu, Word
displays the associated command
name at the top of the menu

Select Browse
Object menu {

Browse by
Footnote
icon selected

vertical
scroll bar

Erowse by Fooknote

Select
| Browse
Object
button

Figure 2-61
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o Click the Browse by Footnote
icon to set the browse object to

uary 2008 24-42.9]
footnotes.

(o]
S
Q
e
Q.
(¢}
=
Y
©
S
2

AdelbertD, Ruiz Advancesinirelessinternetdceess Point Technology.-

e Position the mouse pointer on the
Previous Footnote button on the e 2000
vertical scroll bar (Figure 2-62).

yasd.-Cashman. Howa GPSYWorks. CourseTechnology, 21-harch: 2008.

Did the function of the

butt h , Swd 2007 /prfwe.htms= g
utton change?

Q&A

Yes. By default, it is the Previous
Page button. Depending on the Previous
. . Footnote
icon you click on the Select Browse button
Object menu, the function of the

buttons above and below the
Select Browse Object button on
the vertical scroll bar changes.

Figure 2-62

13

e Click the Previous Footnote button = : ]
to dlsplay the footnote reference AB; -_‘J}‘]I.nsertEndnute = Ij Manage Sources Q Insert Table of Figures g Insert Index
Ki h . AR Mext Footnote ~ h_a Style: ML, - ! Update Table ! Update Ind
mark in the document window i - St " St Mark
(FI ure 2—63) ootrote é Show Motes || Citation @Blbllogmphy' | Caption [ ] Cross-reference | Entry
9 ' _ Footnotes Tw | Citations & Bibliography Captions 1 Index
--T?---l---n---z---|-?3---|---4---|---5---|---5---

ndreceiveshorttextmessages, which-usuallyconsistaf fewerthan3i0-characters, | footnote reference
mark is displayed
. b ; ; ; : in document
messagingisaninternetcommunicationsservicethatallowsawirelessmobile-devicd window

Other Ways

instantmessageswith.oneormoremobiledevicesoronlinepersonal-com puters. Userssendaraphics, .

1. Click Page Number 5
indicator on status bar, pictures, videoclips, soundfiles,andshorttextmessageswithpicturemessagingservices, §9
click desired object in
Go to what list, type Inmany publiclocations, peopleconnect tothenternetthroughawirelessinternet-accesspaint.
desired object number
in Enter object number
text box, click
OK button Figure 2-63

2. Press ALT+CTRL+HOME

Moving Text

While proofreading the research paper, you realize that text in the third paragraph
would flow better if the third sentence were moved to the end of the paragraph.

"To move text, such as words, characters, sentences, or paragraphs, you first select
the text to be moved and then use drag-and-drop editing or the cut-and-paste technique
to move the selected text. With drag-and-drop editing, you drag the selected item to
the new location and then insert, or drop, it there. Cutting involves removing the selected
item from the document and then placing it on the Clipboard. The Clipboard is a tempo-
rary Windows storage area. Pasting is the process of copying an item from the Clipboard
into the document at the location of the insertion point.

When moving text a long distance or between application programs, use the
Clipboard task pane to cut and paste. When moving text a short distance, the drag-and-
drop technique is more efficient. Thus, the steps on the following pages demonstrate
drag-and-drop editing.
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To Select a Sentence

"To drag-and-drop a sentence in the research paper, you first must select the sentence. The following step
selects a sentence.

e Position the mouse pointer in the [ — _
} Foothiotes F} Citations & EiBNography Captions Thdex
sentence to be moved (shown in = . =—
. S e o O R N N N M TN W I T RO My
Figure 2-64). = :

i [ L = . e LU A LA S . v s e
andreceiveshorttextmessages, which-usually consistof fewerthan300-characters. Wirelessinstant.

® Press and hold down the CTRL key.
While holding down the CTRL key,
click the sentence to select the
entire sentence.

messagingisaninternetcommunicationsservicethatallowsawirelessmobile-devicetoexchange
instantmessageswith.oneormoremobiledevicesoronlinepersonal.computers. Userssend-araphics,.

pictures, videodips soundfiles,andshortteitmessageswithpi cturemessagings arvices, i)

dimmed Mini toolbar
e Release the CTRL key. Inmanypubliclocations, peoplecconnect tothelnternetthroughaw  automatically appears i
.4—| when you select text

it

sentence

selected  ['ZMM ohilecomputersanddevices, Twotypesof wirelessinternetaccesspointsarehotspotsand-3-G

netwaorks. &3-Gnetwark, -which-ﬁes-ce'll ularradiatechnology, enablesuserstoconnect tothednternet:

through-amaobilephoneorcomputereguippedwithanappropriate PCCard. & hotspotisa wireless.

networkthatallowsmobileuserstochecke-mail, browsethe\web, andaccessany nternet service—as:

space following
period automatically
included in selection

longastheircomputersordeviceshavetheproperwirelesscapa

Figure 2-64

Other Ways

1. Drag through the
sentence

2. With insertion point at

beginning of sentence, Selecti ng Text

press CTRL+SHIFT+RIGHT
ARROW until sentence is In the previous steps and throughout Chapters 1 and 2, you have selected text.
selected . . . . .

Table 2-3 summarizes the techniques used to select various items with the mouse.

Table 2-3 Techniques for Selecti

Item To Select Mouse Action

Block of text Click at beginning of selection, scroll to end of selection, position mouse pointer at end of
selection, hold down SHIFT key and then click; or drag through the text
Character(s) Drag through character(s)
Selecti N dj t . . . o
E Itz:'\cs ing Nonadjacen Document Move mouse to left of text until mouse pointer changes to a right-pointing block arrow and
B g
In Word, you can select itz ple=alias
nonadjacent items, Graphic Click the graphic
that is, items not next Line Move mouse to left of line until mouse pointer changes to a right-pointing block arrow and
to each other. This is then click
helpful when you are ) - . . . .
Lines Move mouse to left of first line until mouse pointer changes to a right-pointing block arrow

formatting multiple
items the same way. To
select nonadjacent items Paragraph Triple-click paragraph; or move mouse to left of paragraph until mouse pointer changes to
(text or graphics), do the a right-pointing block arrow and then double-click

following: select the first
item, such as a word or
paragraph, as usual. Press
and hold down the cTRL Sentence Press and hold down CTRL key and then click sentence
key. While holding down Word Double-click the word

the CTRL key, select any
additional items.

and then drag up or down

Paragraphs Move mouse to left of paragraph until mouse pointer changes to a right-pointing block
arrow, double-click, and then drag up or down

Words Drag through words
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To Move Selected Text

With the sentence to be moved selected, you can use drag-and-drop editing to move it. You should be sure
that drag-and-drop editing is enabled by clicking the Word Options button on the Office Button menu, clicking
Advanced in the left pane of the Word Options dialog box, verifying the 'Allow text to be dragged and dropped'
check box is selected, and then clicking the OK button.

The following steps move the selected sentence so that it becomes the last sentence in the paragraph.

o \With the mouse pointer in the

selected text, press and hold down sentence tobe __Publiciocations, peopleconnecttotheinternet throughawirelessi nternetaccesspoirt:
the mouse button (Figure 2-65). moved is selected _ ) )
msrEmyaecomputersand-devices. Twotypesof wirelessinternetaccesspointsarehotspotsand3-G

(o]
S
Q
)
Q.
©
=
(9
©
S
2

networks, &3-Gnetwork, -which-\gzes-celIular-radiu-technol ogy,enahlesuserstoconnecttothelnternet:

throughamobilephonearcomputere |, se pointer has a small [T =Cardehotspotis-a-wireless.

box below it when you
networkthatallowsmobileuserstoch| begin to drag selected text  jandaccessanyinternetservice—as:

longastheircomputersordeviceshavetheproperwirelesscapability. 9]

Aqalobalpositioningsystem (GPS)isanavigationsystem that consistsof onearmore-earth-

Figure 2-65

12)

e Drag the mouse pointer to the 1T AT ecttathelnterngt ALCE S5 {I0INt:
. sentence
location where the selected text remains
is to be moved. as shown in selected pilecomputersanddevices. Twotypesofwirelessinternetaccesspointsarehot spotsand3-G
Figure 2-66. networks. & 3-Ghetwork, whichusescellularradiotechnol ogy, enablesuserstoconnect tothelnternet:
9 throughamobilephoneorcomputerequippedwith-anappropriatePCCard, Ahotspotdsawireless:

e Release the mouse button to networkthatallowsmobileuserstochecke-mail, browsetheweh, and-accessanyinternetservice—as:
move the selected text to the langastheircomputersardeyiceshavetheproperwirelesscapahbility. f] selected sentence
location of the mouse pointer. oleslcioppeciat

I ) L ) location of mouse
Aalobalpositioningsystem {GPS)sanavigationsystem that conzistsof o pointer

e Click outside the selected text to
remove the selection (Figure 2-67).

What if | accidentally drag text to Figure 2-66
the wrong location?

Q&A

Click the Undo button on the
Quick Access Toolbar and

usingnobilecomputersanddevices. Twotypes.of wirelessi nternetaccesspointsare hot spotsand-3-G.

try again. networks. &hotspotisawirelessnetworkthatallowsmohileuserstocheck-a-rmail, browsethesweh,.
sentence
o moved essany nternetservice—aslongastheircomputersordeviceshavetheproperwireless
< | Can | use drag-and-drop editing N
g to move any selected item? capahility,«&3-Gnetwork, whichusescellularradiotechnology, enablesuserstoconnect tothednternet:
Paste
Yes, you can select WOi’dS, thruugh-a-mubiIe-phone-ur-computer-equipped-with-an-apprupriate-PC-Card.h’I Options
sentences, phrases, and graphics @« button

Aalobal positioningsystem (GPS)isanavigationsystem that consistsotonearmoreearth-
and then use drag-and-drop giohay gsystem {(GPS) & !
editing to move them.

Figure 2-67

Other Ways
1. Click Cut button on Home 2. Right-click selected text, 3. Press CTRL+X, position
tab, click where text is to be click Cut on shortcut menu, insertion point where text is
pasted, click Paste button on right-click where text is to to be pasted, press CTRL+V
Home tab be pasted, click Paste on
shortcut menu
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To Display the Paste Options Menu

When you drag-and-drop text, Word automatically displays a Paste Options button near the location of the
drag-and-dropped text (Figure 2—67 on the previous page). If you click the Paste Options button, a menu appears
that allows you to change the format of the item that was moved. The following steps display the Paste Options menu.

e Click the Paste Options button to
display the Paste Options menu
(Figure 2-68).

What is the purpose of the
commands on the Paste
Options menu?

Q&A

In general, the first command
indicates the pasted text should
look the same as it did in its
original location. The second com-
mand formats the pasted text to
match the rest of the text where
it was pasted. The third command
removes all formatting from the
pasted text. The last command
displays the Word Options

dialog box.

12)

® Press the ESCAPE key to remove

Wirgless Communications Paper - Microsoft Word -
Mallings  Review  View @

=5 3 Manage Saurces : EE 4] Insert Table of Figures | j 2] Insert Index g‘ =
3 styles Mia - = _§ pdate Table 3 Update Irndesx =]
Insert 3 Insert Mark Mark
Citatian * ﬂimmuwny— Caption Lh] Cross-reference Entry Citation
Citations & Bibliography Captions Index Table of Authorities|

-2---|---3---|---4---|---5---|---6---ﬁ,“x,“
ssages, whichusually-consistof fewerthan3i0characters, Wirelessinstant:

ommunicationsservicethatallowsawirelessmobiledevicetoexchange
earmoremobiledevicesoronlinepersonal computers. Userssendgraphics,
nofiles, andshort textmessageswith-pichurem essagingservi ces. B

cations, peoplecconnecttothelnternetthroughawirel essinternet-accesspaint:
anddevices. Twotypesofwirelessinternetaccesspointsarehotspotsand3-G:
birel essnetwork thatallowsmobileuserstochecke-mail, browsetheek,
rvice—aslongastheircomputersordeviceshavetheproperwireless

whichusescellularradiotechnology, enablesuserstoconnecttothednternet.

Paste Options
menu

rcom puterequippedwithanappropr ate-PC-Card.Iﬂ

the Paste Options menu from the
window.

-

ahility-of sendingvideo clips(73-82).9)

ingsystem (GFSJisanavigati S g 1A i
Paste Options (& Keep Source Farmatting
eptandanal yzesignal ssent button ertod € Match Destination Formatting
O Keep Text Only
izindicatethatsomemessagingservicesusethete set Default Paste.. o

Figure 2-68

BTW

Dragging-and-
Dropping

If you hold down the
CTRL key while dragging
a selected item, Word
copies the item instead
of moving it.
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To Find and Replace Text

While proofreading the paper, you notice that you typed 3-G in the third paragraph (Figure 2—69). You prefer
to use 3G, instead. Therefore, you need to change all occurrences of 3-G to 3G. To do this, you can use Word’s find
and replace feature, which automatically locates each occurrence of a word or phrase and then replaces it with
specified text. The following steps use Find and Replace to replace all occurrences of 3-G with 3G.

(o]
S
Q
e
Q.
(¢}
=
Y
©
S
2

e Click Home on the Find and Replace
Ribbon to display dizloglbok R ———~ Wi -
. - | K== 3= - | = = sl | 7 Replace |
the Home tab. Click = ___)/”__’H____ i __| JJJ:J #aBhCeDe SaBhCoDe AaBhcede AaBl s b Repiae |
: e B ii!_ T — ‘gt o
the Replace button Find and Replace |3|r!: ERUCEN Styles - i‘ : Sele
on the Home tab to - Bl Editing
| Find | Replace | GoTo | :
display the Find and = -
Replace dialog box \red | Find what: 3G text to be replaced | v| 5
e Type 3-G in the Find 1 _
h b Replace with: [36) <——] new text to replace “'|
what text box. ¥ current text =
° §
$ress the T?E key [ Replace ] [ Feplace Al ] l Eind Mext i [ Cancel ]
ype 3G in the _
. qirt:
Replace with text
box (Figure 2—69). gmobilecomputersand-devices, Twotypesof wirelessinternet-accesspointsarehotspotsand3-5

works. &hotspotisawirelessnetworkthatallowsmohileuserstocheck e-rmai Dwsethesvweh,

two occurrences

accessanynternetseryice—as: of 3-G

viceshavetheproperwireless

bility, &3-Grnetwork, whichusescellularradiotechnology, enablesuserstoconnecttothe internet.
uterequippe .

Figure 2-69

12)

o Click the Replace All button in the ] | saBbcche ZA
Find and Replace dialog box to - . .
instruct Word to replace all occur-

rences of the find what text with # | Frd | Redce | oo |
the replace with text (Figure 2-70). ref | Fndwhat:  [3-G
9 3 Replace All Find Next
Replace with: 3G BT - oD
e Click the OK button in the i e offi .dial.og box
Microsoft Office Word dialog box. A G indicates 2
ord dialog box - replacements
More =3 [ Replace ] l Replace Ellr\i [ Find Mexk ] s
e Click the Close button in the Find - ya Foirt.

and Replace dialog box. ;
amohile tsand 3G

-
wiorks. b \y ‘waord has completed its search of the document and has made 2 replacements. gl=8

Other Ways accessan

1. Click Select Browse
Object button on
vertical scroll bar,
click Find icon, click

ability, &3gnetwork, whichusescellularradiotechnology, enablesuserstoconnecttodhed nternet.

ughamohilephoneorcomputerequipp HhanappropriatePCCard, 4

3-G changed

Replace tab Aalobalpositioningsystem {GPS)isanavigationsystem thatconsists to3G

2. Click Page Number
indicator on status bar, andanalyzesi : rtodetermine
click Replace tab in

dialog box Figure 2-70
3. Press CTRL+H
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Finding Formatting

To search for formatting
or a special character,
click the More button

in the Find dialog box.
To find formatting, use
the Format button in the
Find dialog box. To find a
special character, use the
Special button.

BTW

Find and Replace Dialog Box

The Replace All button in the Find and Replace dialog box replaces all occurrences
of the Find what text with the Replace with text. In some cases, you may want to replace
only certain occurrences of a word or phrase, not all of them. To instruct Word to confirm
each change, click the Find Next button in the Find and Replace dialog box (Figure 2—70 on
the previous page), instead of the Replace All button. When Word locates an occurrence of
the text, it pauses and waits for you to click either the Replace button or the Find Next button.
Clicking the Replace button changes the text; clicking the Find Next button instructs Word
to disregard the replacement and look for the next occurrence of the Find what text.

If you accidentally replace the wrong text, you can undo a replacement by clicking the
Undo button on the Standard toolbar. If you used the Replace All button, Word undoes
all replacements. If you used the Replace button, Word undoes only the most recent
replacement.

To FiND TExT

Sometimes, you may want only to find text, instead of finding and replacing text. To
search for just a single occurrence of text, you would follow these steps.
1. Click the Find button on the Home tab; or click the Select Browse Object button on
the vertical scroll bar and then click the Find icon on the Select Browse Object menu; or
click the page indicator on the status bar and then click the Find tab; or press CTRL+F.
2. 'Type the text to locate in the Find what text box and then click the Find Next button.
To edit the text, click the Cancel button in the Find and Replace dialog box; to find the
next occurrence of the text, click the Find Next button.

To Find and Insert a Synonym

When writing, you may discover that you used the same word in multiple locations or that a word you used
was not quite appropriate. In these instances, you will want to look up a synonym, or a word similar in meaning, to
the duplicate or inappropriate word. A thesaurus is a book of synonyms. Word provides synonyms and a thesaurus

for your convenience.

In this project, you would like a synonym for the word, proper, in the first paragraph of the research paper.

The following steps show how to find a suitable synonym.

e Right-click the word
for which you want
to find a synonym
(in this case, proper)
to display a shortcut
menu related to
the word you
right-clicked.

e Point to Synonyms
on the shortcut
menu to display a list
of synonyms for
the word you right-
clicked (Figure 2-71).

Mini toolbar
insertion automatically
point in appears

usingmohileccomputersan

word to be \hh—t'/
devices Twotypesofwirel |ooked up  [Fspointsarefotspotsand:3G:

CalibriBoc- 11 - A° A" A F
B JI=EW-A-EE=-

shortcut
menu

networks.&hotspotisawirelessnetworkthatallowsmobilzuserstocheck &gpail, |

andaccessany | nternetservice—as|ongastheircomputersordeviceshavethepropirwireless

capahility. &3Gnetwark,which-usescellularradiotechnology, enablesy synonym to
be selected
throughamobilephoneorcomputerequippedwithanappropriatePCCard. 9
A | Font.,
A£.globalpositioningsystem (GPS)is-anavigationsystem: good |55 | Paragraph...
correct 3= | Bullets
basedreceiversthataccept-andanal vzesignal ssentbysatellites el
: . appropriate i= | Numbering
i ol suitable i
Lpodporaand-Ruizindicatethatsome  list of i % Hyperlink...
synonyms right i | Look Up.. Synonyms
referseparately-tothecapability.of s : Al apt N ] command
clicking Thesaurus . %
command displays ppei Translate
Research task pane accurate Styles :
BThesaurus

Communicati, .

Figure 2-71
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o Click the synonym you want
(appropriate) on the Synonyms
submenu to replace the word,
proper, in the document with the
word, appropriate (Figure 2-72).

ations, peopleconnecttothelnternetthroughawirelessinternet-accesspoint:
anddevices. Twotypesofwirelessinternetaccesspointsarehotspotsand3G:

swirelessnetworkthat-allowsmobileuserstochecke-mail, browsethe ek,

What if the synonyms list on the
shortcut menu does not display a

ervice—aslongastheircom puters-or-devices-have-thebpprupri ateswireless

Q&A

earch Paper WD 125
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suitable word? whichusescellularradiotechnology, enablesuserstoconnect tothe | ntxneat

changed to
appropriate

You can display the thesaurus in breom puterequippedwithanappropriate PCCard. 1]

word, proper,

the Research task pane by click-
ing Thesaurus on the Synonyms
submenu. The Research task pane
displays a complete thesaurus, in Figure 2-72
which you can look up synonyms for

nasystem (GRS Jis-anavigationsystem that.consistsof onearmore-earth-

pane is discussed later in this chapter.

various meanings of a word. You also can look up an antonym, or word with an opposite meaning. The Research task

Other Ways

Review tab

1. Click Thesaurus on 2. Press SHIFT+F7

To Check Spelling and Grammar at Once

As discussed in Chapter 1, Word checks spelling and grammar as you type and places a wavy

underline below

possible spelling or grammar errors. Chapter 1 illustrated how to check these flagged words immediately. As an

alternative, you can wait and check the entire document for spelling and grammar errors at once.
In the following example the word, world, has been misspelled intentionally as wrld to illustr

ate the use of

Word’s check spelling and grammar at once feature. If you are completing this project on a personal computer, your

research paper may contain different misspelled words, depending on the accuracy of your typing.

® Press CTRL+HOME [On) =2 8 speliing & Wireless '"on'umunicationsoft Vard
because you want o e Grammar button Bt ey Mallings | Re\rie\r-T i

the Spe“miankd AB( ,@_/Research - | Al Delete - [}, _] 2 Final -|l| [ e BdReiestz
grammar cnec to jThesaurus "}. ﬂPreviuus = : =] Showe Markup - | il ) Privious [l ==

i Spelling & I ’ Track Eall A t C
begin from the top Sraminay W Transiate 3 ‘ Comment 2 Next | Cha:’lgei' T & Reviewing Pane - -0 @ Nex | "
of the document. - Proofing Spelling and Grammar Tracking Changes |.

dialog box appears when
spelling or grammar

e Click Review on the
Ribbon to display the
Review tab.

error is detected

IWEEEELEERL Spelling and Grammar: English (U.S.)

T Rrhas]| Mot in Dictionary:

o Click the Spelling &

Grammar button on Peoplearaundthes ¢|regu|arly-send-and-receive-

ressageswirelessy, thgtis, transmittedthrough:

| A

g

the Review tab to Peo "
. . ’ the word, wrld,
begin the spelling fez g not found in
ior ) ot
and grammar check fICS): %a;ugge%exgzs Suggestions: Ciction=1y

at the location of
the insertion point,

S |

messagingisy | world

which in this case, selected
is at the beginning IESLARETEss
| Check
of the document T AU
Options. .. Lnda

(Figure 2-73).
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e With the word, world, selected
in the Suggestions list, click the
Change button in the Spelling
and Grammar dialog box to
change the flagged word, wrld,
to the selected suggestion, world,
and then continue the spelling
and grammar check until the next
error is identified or the end
of the document is reached
(Figure 2-74).
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o Click the Ignore All button in the
Spelling and Grammar dialog box
to ignore this and future occur-
rences of the flagged proper
noun and then continue the spell-
ing and grammar check until the
next error is identified or the end
of the document is reached.

14)

e When Word flags the proper
noun, Podpora, click the Ignore
All button.

e When the spelling and grammar

check is finished and Word displays

a dialog box, click its OK button.

< | Can | check spelling of just a
g section of a document?

Yes, select the text before starting

the spelling and grammar check.

Other Ways

Page Layout

I o) Delete

w4 Previous

References

Wireless Communications Paper - Microsoft Vard

Mailings Reviewy

BEE

= Final

e

] Show Markip -

&| Reviewing Pane -

flagged word is
a proper noun

Mew Track  Balloons _
Camment: S MNext Changes =
Comments Trac|
e e " 3 - i

b 4 Reject = :|
B4 A3 Previcus =
Aocept Compare Show
v W Next Dol
Changes Compare
| % | 6 RN

geographiclocation, accordingto-Shelly-and Cashman(How a GPSWorks). & GPSrecei verisahandheld,

=B ILEllERE Spelling and Grammar: English {L.S.)

proper noun, IC
Cashman,
not found in b
dictionary w

accesspoints

usingmohile

Mok in Dictionary

satellitesinordertodeterminethereceiver's:
geographiclocation, accordingtashellyand.
Do {Howa GPSWorks).

Suggestions:

Cash man
Ashiman

Check arammar

[ options... J [ Undo J
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button

[

Add bo Dictionary |- -
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Dictionary
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Change
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AukoCorrect

Close

nd grammar in the document, .,

Figure 2-74

1. Click Spelling and
Grammar Check icon on
status bar, click Spelling
on shortcut menu

2. Right-click flagged
word, click Spelling on
shortcut menu

3. Press F7
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The Main and Custom Dictionaries

As shown in the previous steps, Word may flag a proper noun as an error because
the proper noun is not in its main dictionary. To prevent Word from flagging proper
nouns as errors, you can add the proper nouns to the custom dictionary. To add a correctly
spelled word to the custom dictionary, click the Add to Dictionary button in the Spelling
and Grammar dialog box (Figure 2—74) or right-click the flagged word and then click Add
to Dictionary on the shortcut menu. Once you have added a word to the custom dictionary,
Word no longer will flag it as an error.
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To View or Mobiry ENTRIES IN A CusTom DICTIONARY

To view or modify the list of words in a custom dictionary, you would follow
these steps.

1. Click the Office Button and then click the Word Options button.
2. Click Proofing in the left pane of the Word Options dialog box.

3. Click the Custom Dictionaries button.
4

. When Word displays the Custom Dictionaries dialog box, place a check mark next to
the dictionary name to view or modify. Click the Edit Word List button. (In this dialog
box, you can add or delete entries to and from the selected custom dictionary.)

When finished viewing and/or modifying the list, click the OK button in the dialog box.

6. Click the OK button in the Custom Dictionaries dialog box.

wn

7. If the ‘Suggest from main dictionary only’ check box is selected in the Word Options
dialog box, remove the check mark. Click the OK button in the Word Options
dialog box.

To SeT THE DerauLT Custom DicTiONARY

If you have multiple custom dictionaries, you can specify which one Word should use
when checking spelling. 'To set the default custom dictionary, you would follow these steps.

1. Click the Office Button and then click the Word Options button.
2. Click Proofing in the left pane of the Word Options dialog box.

3. Click the Custom Dictionaries button.
4

. When the Custom Dictionaries dialog box is displayed, place a check mark next to the
desired dictionary name. Click the Change Default button.

wn

Click the OK button in the Custom Dictionaries dialog box.

6. If the ‘Suggest from main dictionary only’ check box is selected in the Word Options
dialog box, remove the check mark. Click the OK button in the Word Options
dialog box.
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To Use the Research Task Pane to Look Up Information

From within Word, you can search through various forms of reference information. Earlier, this chapter
discussed the Research task pane with respect to looking up a synonym in a thesaurus. Other services available in the
Research task pane include a dictionary and if you are connected to the Web, an encyclopedia, a search engine, and
other Web sites that provide information such as stock quotes, news articles, and company profiles.

Assume want to know more about the acronym, PDA. The following steps use the Research task pane to look

up information about a word.

e While holding down the ALT

. Dall.) ¢ Wireless Co o=
key, click the word you want to
i X bme Insert Page Layout References Mailings R (7]
look up (in this case, PDAs) to ﬂ——n_crﬂ_% ' T = = = =
eiear i ) BIELE. .7, a ] 1 5
open the Research task pane and e IR L}’ | b 1 EE
. .. a2 Thesaurus g = Prewious = : =
display a dictionary entry for the o o et T Track  Balloons Cof Research furce || Protect
#Translate a3 | Comment e Changes~  ~ task pane [t~ || Dacument
ALT+CLICKED Word' Release the Fraofing Comments COmpans, Protect
ALT key (Figure 2-75). ST ALTHCLICKED word Tl nacnnich ==
B - e " Ve is displayed in
Search for text box Search for:

o |f the Research task pane does [ R |
not dlsplay a dlctlonary entry for All Reference Books &l Reference Books v|
the ALT+CLICKED word, click the searches through

dictionaries and @oack |~ | @]~
Search for box arrow and then thesauruses . — /
lick All Ref B k = Encarta Dictiong —
clic eference Books. hjapanse [ / jr:)g[;ih(Northn search
. definition of ALT+CLICKED arrow
M. Singhf] word — your entry may PDA o
differ depending on —»A!ﬂ?rewatlpn of Personal
English-1049] research options settings Digital Assistant

28:March: 200819

messageswirelessly, thatis, trans

Wireless C

Wirelesscommunications-areeyerywher

ittedthrouah

includewiralessmessagingservice

insertion point in word
you ALT+CLICKED

<~

_+| Translation

= Can't find it?

Try one of these alternatives
or see Help For hints on
refining your search.,

Other places to search
Search for 'PD&s' in:
[, 4l Reference Baoks

ﬂnll Research Sites

Peopleusemobi Ie-phunes,-PD}As,-and-Dt

messaging, and-picture:messaging-services(Davie

andrecd red X changed to blue chusuallyco
check mark because
document contains no

messagi spelling or grammar errors Lions-seryice

|

[ Wordsr#10 | 5 |

o

arnrnunicati. .

&) 4i0zPM

Figure 2-75
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e Click the Search for box arrow and
then click All Research Sites in the
list to display Web sites with
information about the ALT+CLICKED
word (Figure 2-76).

Can | copy information from the
Research task pane into my
document?

Q&A

Yes, you can use the Copy and
Paste commands. When using
Word to insert material from the
Research task pane or any other
online reference, however, be very
careful not to plagiarize.

13

e Click the Close button in the
Research task pane.
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| & wing Markup [ 1 | [ ]
= 7 1 Research task
|2 Shonr Markup = 3 Previous - pane Close
ck Balloons - Mccept Compare Show Source Prot] button
ges~ - =] Reviewing Pane = - B} Next - Dacuments = || Docu
Tracking Changes Compare Protect \
= = X
r [T I I R T L I T T T Vb b TRTD esearch -
/ = " - " . " = & G R A

All Research Sites
searches through
selected Web sites

Pappas 19

encyclopedia entry for
ALT+CLICKED word

— your entry may differ
depending on research

YWireless-Cormmunicationsy]

eaverywhere Peopleard clicking plus sign to left of entries

will display more Web sites related to
ALT+CLICKED word — your entry may differ

ittedthroughtheair, Thre
depending on research options settings

cwirelessinternetaccesspoints, andglobalpositioningsystems.9q

,-PDhs,-and-Dther-m ohiledevicestoad N _
Research options link allows you to
specify the research services (books
and Web sites) Word will use when
searching via the Research task pane
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|n|| Research Sites v |

o- /

=l Encarta Encyclog
English {North &
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notes, scheduling
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% Article—Encarta
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i+ Factiva iworks™ (1-10 of
826)

1+ HighBeam Research
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'+ Can't find it?

Figure 2-76
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Research Task Pane Options

Other Ways

1. Click Insert Citation
button on References
tab, click Search
Libraries

When you install Word, it selects a series of services (reference books and Web
sites) through which it searches when you use the Research task pane. You can view,
modify, and update the list of services at any time.

Clicking the Research options link at the bottom of the Research task pane dis-
plays the Research Options dialog box, where you can view or modify the list of installed
services. You can view information about any installed service by clicking the service in
the list and then clicking the Properties button. To activate an installed service, click the
check box to its left; likewise, to deactivate a service, remove the check mark. To add a
particular Web site to the list, click the Add Services button, enter the Web address in the
Address text box, and then click the Add button in the Add Services dialog box. To update
or remove services, click the Update/Remove button, select the service in the list, click
the Update (or Remove) button in the Update or Remove Services dialog box, and then
click the Close button. You also can install parental controls, if minor children use Word,
through the Parental Control button in the Research Options dialog box.
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Conserving Ink and
Toner

You can instruct

Word to print draft
quality documents to
conserve ink or toner
by clicking the Office
Button, clicking the
Word Options button,
clicking Advanced in the
left pane of the Word
Options dialog box,
scrolling to the Print
area, placing a check
mark in the ‘Use draft
quality’ check box, and
then clicking the

OK button. Click the
Office Button, point
to Print, and then click
Quick Print.

BTW

To Change Document Properties

Before saving the research paper again, you want to add your name, course information,

and some keywords as document properties. The following steps use the Document
Information Panel to change document properties.

o
12

13/
14
5/

Click the Office Button to display the Office Button menu, point to Prepare on the Office
Button menu, and then click Properties on the Prepare submenu to display the Document
Information Panel.

Click the Author text box, if necessary, and then type your name as the Author property. If
a name already is displayed in the Author text box, delete it before typing your name.

Click the Subject text box, if necessary delete any existing text, and then type your course
and section as the Subject property.

Click the Keywords text box, if necessary delete any existing text, and then type instant
messaging, Internet access points, global positioning systems asthe
Keywords property.

Click the Close the Document Information Panel button so that the Document Information
Panel no longer is displayed.

To Save an Existing Document with the Same File Name

The document now is complete. You should save the research paper again. The

following step saves the document again.

Click the Save button on the Quick Access Toolbar to overwrite the previous Wireless
Communications Paper file on the USB flash drive.

To Print Document Properties and then the Document

With the document properties entered and the completed document saved, you may want to print the document
properties along with the document. The following steps print the document properties, followed by the contents of
the saved Wireless Communications Paper project.

o

e Click the Office Button to display
the Office Button menu and then _
point to Print on the Office Button j Preview and print the document
menu to display the Print submenu -

(Figure 2-77).

Office Button

Wireless Communications Paper - Microsoft Word

(R e “igw
| Mew Pr!nt command on  |Ejpa| Showing Markup B i"'!- 4
| Print Print submenu \%f
[l =r=how Markup -
i Select a printer, number of copies, and r Becopt

/ Dpen other printing options before printing, .:g Reviewing Pane ~

@ Quick Print l Tracking Ch
Save @ Send the document directly to the default l'. IR O N A T

printer without making changes.

Print Preview

~
i |E! o i few <+— command allows you
Print == Print Preview y

Save As ¥ | Previews and make changes to pages before | 1O See a document

command \\ beiriting, before printing it

Figure 2-77
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(o]
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. . . U
° C!ICk Print on _the I_)nnt submenu to Wireless Communications Paper - Microsoft Word -
dlsplay the Prlnt dlalog bOX. Page Layout References Mailings Reviewy g B
e Click the Print what box arrow and | et |_3§’ |_i i e showina Mk~ |1, b j =
. . 1 ——1. Z : =1
n = =] Show Markup ~ % Previous
then click Document propertles to Mews | Print Track  Balloans _J e Bccept = Campare Show
instruct Word to print the docu- Commen|_dialog box | changes~ - L Reviewing Pane - - Bk Next - Docu
. . Cammpénts Tracking Changes Compare
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document (Figure 2-78). £ — = \
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button displays OK button I—»[ ok | [ cose |
Word Option oo

" o dialog box T TE T T T T o rereerergi T, nstant

2s550ing:

Figure 2-78
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e Click the OK button to print the
document properties (Figure 2-79).

o Filename: Wireless Communications Paper
Directory: E:\ .
e Click the Office Button again to Template: C:\Documents and Settings\'Application Data\Microsoft\Templates\Normal.dotm
. . Title:
display the Office Button menu, b English 104
point to Print on the Office Button Avthior: Alex Pappas
menu, and then click Quick Print Keywords: instant messaging, Internet access properties, global positioning systems
. . Comments:
on the Print submenu to prmt the Creation Date: 3/18/2008 2:00:00 PM
research paper (shown in Change Number: 8
Figure 2-1 on page WD 75). Last Saved On: 3/28/2008 11:56:00 AM
Last Saved By: Alex Pappas
Total Editing Time: 480 Minutes
Last Printed On: 3/28/2008 11:56:00 AM
As of Last Complete Printing
printed document | Number of Pages: 3 (approx.)
properties — your Number of Words: 411
groper‘t!es ey el Number of Characters: 2,537 (approx.)
epending on settings

- ]

Figure 2-79
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Certification To QUIt Word

The Microsoft Certified

BTW

Application Specialist
(MCAS) program provides
an opportunity for you to o Click the Close button on the right side of the title bar to quit Word.

obtain a valuable industry

credential — proof that you 9 If necessary, click the Yes button in the Microsoft Office Word dialog box so that any
have the Word 2007 skills changes you have made are saved.

required by employers.
For more information, see
Appendix F or visit the
Word 2007 Certification
Web page (scsite.com/
wd2007/cert).

"This project is complete. The following steps quit Word.

Chapter Summary

In this chapter you have learned how to change document settings, use headers to number pages, create and modify
styles, insert and edit citations and their sources, add footnotes, create a bibliographical list of sources, and use the
Research task pane. The items listed below include all the new Word skills you have learned in this chapter.

1. Double-Space Text (WD 78) 22. Page Break Manually (WD 112)
2. Remove Space after a Paragraph (WD 79) 23. Create the Bibliographical List (WD 113)
3. Switch to the Header (WD 80) 24. Modify a Style Using the Styles Task Pane (WD 114)
4. Right-Align a Paragraph (WD 81) 25. Create a Hanging Indent (WD 116)
5. Insert a Page Number (WD 82) 26. Modify a Source and Update the Bibliographical
6. Close the Header (WD 83) List (WD 117)
7. Click and Type (WD 85) 27. Use the Select Browse Object Menu (WD 118)
8. Display the Rulers (WD 87) 28. Select a Sentence (WD 120)
9. First-Line Indent Paragraphs (WD 88) 29. Move Selected Text (WD 121)
10. Create a Quick Style (WD 90) 30. Display the Paste Options Menu (WD 122)
11. AutoCorrect as You Type (WD 91) 31. Find and Replace Text (WD 123)
12. Use the AutoCorrect Options Button (WD 92) 32. Find Text (WD 124)
13. Create an AutoCorrect Entry (WD 93) 33. Find and Insert a Synonym (WD 124)
14. Change the Bibliography Style (WD 95) 34. Check Spelling and Grammar at Once (WD 125)
15. Inserta Citation and Create Its Source (WD 96) 35. View or Modify Entries in a Custom Dictionary
16. Edit a Citation (WD 98) (WD 127)
17. Insert a Footmote Reference Mark (WD 100) 36. Set the Default Custom Dictionary (WD 127)
18. Insert a Citation Placeholder (WD 101) 37. Use the Research Task Pane to Look Up
19. Modify a Style Using a Shortcut Menu (WD 102) Information (WD 128)
20. Edit a Source (WD 104) 38. Print Document Properties and then the
21. Count Words (WD 107) Document (WD 130)

If you have a SAM user profile, you may have access to hands-on instruction, practice, and
‘S\ assessment. Log in to your SAM account (http://sam2007.course.com) to launch any assigned
AM training activities or exams that relate to the skills covered in this chapter.

= | Quick Reference

'E For a table that lists how to complete the tasks
covered in this book using the mouse, Ribbon,
shortcut menu, and keyboard, see the Quick
Reference Summary at the back of this book, or
visit the Word 2007 Quick Reference Web page
(scsite.com/wd2007/qr).
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Learn It Online
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Test your knowledge of chapter content and key terms.

Instructions: To complete the Learn It Online exercises, start your browser, click the Address bar, and
then enter the Web address scsite.com/wd2007/1learn. When the Word 2007 Learn It Online
page is displayed, click the link for the exercise you want to complete and then read the instructions.

2
&
Chapter Reinforcement TF, MC, and SA Who Wants To Be a Computer Genius? E
A series of true/false, multiple choice, and short An interactive game that challenges your v
answer questions that test your knowledge of the =~ knowledge of chapter content in the style of a t
chapter content. television quiz show. :
2
Flash Cards Wheel of Terms a
An interactive learning environment where An interactive game that challenges your E
you identify chapter key terms associated with knowledge of chapter key terms in the style of the
displayed definitions. television show Wheel of Fortune.
Practice Test Crossword Puzzle Challenge
A series of multiple choice questions that test A crossword puzzle that challenges your

your knowledge of chapter content and key terms. knowledge of key terms presented in the chapter.

Apply Your Knowledge

Reinforce the skills and apply the concepts you learned in this chapter.

Revising Text and Paragraphs in a Document

Instructions: ~ Start Word. Open the document, Apply 2-1 Software Paragraphs Draft, from the Data
Files for Students. See the inside back cover of this book for instructions on downloading the Data
Files for Students, or contact your instructor for information about accessing the required files.

The document you open has a header and three paragraphs of text. You are to revise the document
as follows: move a paragraph, move a word and change the format of the moved word, change paragraph
indentation, change line spacing and paragraph spacing, replace all occurrences of a word with another
word, and edit the header.

Perform the following tasks:

1. Select the last (third) paragraph. Use drag-and-drop editing to move this paragraph, so that it is
the second paragraph in the document.

2. Select the underlined word, effectively, in the second sentence of the first paragraph. Use drag-
and-drop editing to move the selected word, effectively, so it follows the word, software, in the
same sentence. Click the Paste Options button that displays to the right of the moved word,
effectively. Remove the underline format from the moved sentence by clicking Keep Text Only on
the shortcut menu.

3. Select the three paragraphs of text in the document.

4. Display the ruler, if necessary. With the paragraphs selected, use the ruler to indent the first line of
the selected paragraphs one-half inch.

5. With the paragraphs still selected, change the line spacing of the selected paragraphs from single
to double.

Continued >
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Apply Your Knowledge continued

D)+ Apply 2-1 Software Paragraphs Modified - Microsoft Word -
me Insert Page Layout References Mailings Review Wiew
i . A= T IEL] |3 = 3= - S| (2= 2= (8] #Fi
A 1 -IA L '\Q| [Ed=mt| ||ﬂ||i| £apbCeDe | 2aBbceDe AaBbCi AaBbCe | % &
i “ac
_|B I U~ abe x, x° Aav”alz)v A |§|§ = EHEH@ - Trormal | Mo Spac.. Headingl Heading2 — gr;:sgf [ sel
Font L] Faragraph ] Styles ]| Edit
T —————————— T No Spacing style appliedto [ . .
= - g. - } . '; 2; — IL_ first paragraph in header 5. In E_f.; ‘—5 Z
first line of each paragraph >
indented one-half inch
SoftwareParagraphshModifiedq header paragraphs
Page11] right-aligned
Withthepropersoftware, acomputerisawaluabletool, Learmninghowtousesoftuara. A
word page number
moved = effectivelyinvalveshothtimeandpractice. Toassistinthelearningprocess, manyprog_nserted
toolssuch-as.onlineHelpandyyeb-bazedHelp.q
OnlineHelpisthe electronicequivalent-of ausermanual lbusuallyisintegratedinaprogram.n:
paragraph
OEE mostprograms, afunctionkey.orabuttononthescreenstarts theHelpfeature, Whenusingaprogram,:
paragraphs
userscaninteractwiththeHelpfeaturetoask a-questionoraceessthe Helptopicsinsubjecton double-spaced; space
after paragraphs
alphabeticalorder. 9] [SlioiEd
mMostonlineHelpalsolinkstowebsitesthat-offervweb-basedHelp, whichprovidesupdatesand:
muorecomprebensiveresourcestorespondtotechnicalissuesabout thesoftware, SomewWwebsites
containchatrooms, inwhich-a-usercantalkdirectlywithatechnical supportpersonorjoina:
conversationwith-otheruserswhomaybeabletoanswerguestionsarsolveproblems. 1
J
I I
Wards: 158 \ﬁ | Ell==1ET = J
Figure 2-80

6. With the paragraphs still selected, use Line spacing box arrow to remove extra space below (after)
the paragraphs. Click anywhere to remove the selection.

7. Use the Find and Replace dialog box to replace all occurrences of the word, Internet, with the
word, Web. How many replacements were made?

8. Use Word’s thesaurus to change the word, incorporated, to the word, integrated, in the first
sentence of the second paragraph.

9. Switch to the header so you can edit it. In the first line of the header, change the word, Draft, to
the word, Modified, so it reads: Software Paragraphs Modified. Change the first line of the header
from the Normal style to the No Spacing style.

10. In the second line of the header, insert and center the page number (with no formatting) one space
after the word, Page.

11. Change the alignment of both lines of text in the header from left-aligned to right-aligned. Switch
back to the document text.

12. Change the document properties, as specified by your instructor.

13. Click the Office Button and then click Save As. Save the document using the file name, Apply 2-1

Software Paragraphs Modified.
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14. Print the document properties and then print the revised document, shown in Figure 2-80.

15. Use the Research task pane to look up the definition of the word, online, in the first sentence of
the second paragraph. Handwrite the COMPUTING definition of the word, online, on your
printout.

Word Chapter 2

16. Display the Research Options dialog box and on your printout, handwrite the currently active
Reference Books, Research Sites, and Business and Financial Sites. If your instructor approves,
activate one of the services.

Extend Your Knowledge

Extend the skills you learned in this chapter and experiment with new skills. You may need to
use Help to complete the assignment.
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Working with References and Proofing Tools
Instructions: ~ Start Word. Open the document, Extend 2-1 Computing Options Paper Draft, from the
Data Files for Students. See the inside back cover of this book for instructions on downloading the Data
Files for Students, or contact your instructor for information on accessing the required files.

You will add another footnote to the paper, use the thesaurus, convert the document from MLA
to APA style, convert the footnotes to endnotes, modify the Endnote Text style, change the format of
the note reference marks, and translate the document to another language.

Perform the following tasks:
1. Insert a second footnote at an appropriate place in the research paper. Use the following footnote
text: The Americans with Disabilities Act (ADA) requires any company with 15 or more employees
to make reasonable attempts to accommodate the needs of physically challenged workers.

2. Use the Find dialog box to find the word, imagine, in the document and use Word to help you
determine an appropriate synonym.

3. Save the document with a new file name and then print it. Select the entire document and then
change the style of the citations and bibliography from MLA to APA. Save the APA version of the
document with a new file name and then print it. Compare the two versions. Circle the differences
between the two documents.

. Convert the footnotes to endnotes.
. Modify the Endnote Text style to 11-point Calibri font, double-spaced text with a first-line indent.

. Change the format of the note reference marks to capital letters (A, B, etc.).

N N v h

. Save the revised document with endnotes with a new file name and then print it. On the printout
with the endnotes, write the number of words, characters without spaces, characters with spaces,
paragraphs, and lines in the document. Be sure to include endnote text in the statistics.

8. Translate the research paper into a language of your choice (Figure 2-81 on the next page) using
the Translate button on the Review tab. Print the translated document.

Continued >
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Extend Your Knowledge continued
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De steeds groteres aanwezigheid van computers in het leven van iedereen heeft een voorlichting van de behoefte
geproduceerd om gegevensverwearkingseisen ten aanzien van zij te richten die hebben of fysieke beperkingsn kunnen
ontwiklelen. Voor deze gebruikers, kunnan verscheidene verschillende soorten input n cutput methodes hun interactie met
computers gamakkelijker, productiever, en minder frustrerend maken.

Diverse inputmechanismen zijn beschikbaar voor gebruikers met moterhandicaps {Harkin 34-75). Een keyguard s een

metaal of een plastic plaat die over het toetsenbord wordt geplaatst dat gebruikers toestaat om hun handen op het

toetsenbord te rusten zonder op enige sleutels toevalligte duwen. Kleine trackballs dat de gebruikerscontroles met een duim o
I |
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Figure 2-81

Make It Right

Analyze a document and correct all errors and/or improve the design.

Inserting Missing Elements in an MLA Style Research Paper
Instructions: ~ Start Word. Open the document, Make It Right 2-1 Certification Paper Draft, from
the Data Files for Students. See the inside back cover of this book for instructions on downloading
the Data Files for Students, or contact your instructor for information on accessing the required files.
The document is a research paper that is missing several elements. You are to insert these miss-
ing elements, all formatted according to the MLA documentation style: header with a page number,
heading (name, course, and date information), paper title, footnote, and source information for the
first citation and the citation in the footnote.

Perform the following tasks:

1. Insert a header with a page number, heading (use your own information: name, course
information, and date), and an appropriate paper title, all formatted according to the MLA style.

2. Use the Select Browse Object button to go to page 2. How many bibliographical entries currently
are on the Works Cited page? You will create additional source entries in Steps 3 and 4.

3. The Otoole placeholder (tag name) is missing its source information (Figure 2-82). Use the
following source information to edit the source: magazine article titled “Career Builders and
Boosts,” written by Sarah W. O”Toole, magazine name is [T World and Certifications, publication
date is March 2008, article is on pages 88-93. Edit the citation so it displays the author name and
the page numbers.
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Figure 2-82

4. Insert the following footnote with the note reference at an appropriate place in the paper,
formatted according to the MLA style: Debbins points out that, as an additional bonus, some
certification training can be used for college credit. The citation for this footnote should be at the
end of the footnote. The source information is as follows: book named Preparing for the Future:
IT Strategies, authored by Floyd I. Debbins, published in 2008 at I'T World Press in Boston,
pages 99-104. Edit the citation so it only displays page numbers.

5. Use the Select Browse Object button to go to page 3. Be sure the bibliographical list on the Works
Cited page contains all three entries. If necessary, use the F9 key to update the bibliographical list.
Format the bibliographical paragraphs with a one-half inch hanging indent.

6. Use the Select Browse Object button to go to the footnote. Be sure the footnote is formatted
properly.

7. Change the document properties, as specified by your instructor. Save the revised document with a
new file name and then submit it in the format specified by your instructor.
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In the Lab

Design and/or create a document using the guidelines, concepts, and skills presented in this
chapter. Labs are listed in order of increasing difficulty.

Lab 1: Preparing a Short Research Paper

Problem: You are a college student currently enrolled in an introductory business class. Your assignment
is to prepare a short research paper (300-350 words) about a computer-related job. The requirements
are that the paper be presented according to the MLA documentation style and have three references.
One of the three references must be from the Web. You prepare the paper shown in Figure 2-83,
which discusses the computer forensics specialist.

Hankins 1

Mary Hankins
Mr. Habib
Business 102
14 March 2008
Computer Forensics Specialist

Computer forensics, also called digital forensics, network forensics, or cyberforensics, is a
rapidly growing field that involves gathering and analyzing evidence from computers and networks.
Because computers and the Internet are the fastest growing technology used for criminal activity, the
need for computer forensics specialists will increase in years to come.

A computer forensics specialist examines computer media, programs, data, and log files on
computers, servers, and netwarks. According to Shelly and Cashman (Computer Careers), many areas
employ computer forensics specialists, including law enforcement, criminal prosecutors, military
intelligence, insurance agencies, and information security departments in the private sector. A computer
forensics specialist must have knowledge of the law, technical experience with many types of hardware
and software products, superior communication skills, a willingness to learn and update skills, and a
knack for problem solving.

When a problem occurs, it is the responsibility of the computer forensics specialist to carefully
take several steps to identify and retrieve possible evidence that may exist on a suspect’s computer.
These steps include protecting the suspect’s computer, discovering all files, recovering deleted files,
revealing hidden files, accessing protected or encrypted files, analyzing all the data, and providing expert
consultation and/or testimony as required (Reinman 52-58).

A computer forensics specialist must have knowledge of all aspects of the computer, from the
operating system to computer architecture and hardware design. In the past, many computer forensics

specialists were self-taught computer users. Today, extensive training, usually from several different

(a)

Figure 2-83



(b)
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Hankins 2

sources, is required. A degree in Computer Science should be supplemented with graduate courses and
university-level professional development certificates. Entry level salaries range from $45,000 to
$75,000. With experience and certifications, salaries can exceed $125,000 (Turell 44-55).

With the growing use of computers in all areas of life, the number of computer crimes surely will

continue to rise. As a result, the need for skilled specialists to battle these crimes will increase for many

years to come.

Hankins 3

Works Cited

Reinman, David P. "Fighting Cybercriminals." Cybertech Monthly February 2008: 52-58.

Shelly, Gary B., and Thomas J. Cashman. "Computer Careers." Course Technology. 7 March 2008

\/ <www.scsite.com/wd2007/pr2/we.htms>.
Turell, Marcia O., and Alex N. Gutierrez. Cybercrimes and Criminals. El Paso: Legal Works Publishing
Company, 2008.
()

\_/_\_/_\/

Figure 2-83 (continued)

Instructions: Perform the following tasks:

1.

O I N i B W N

10.
11.
12.

If necessary, display formatting marks on the screen.

. Adjust line spacing to double.

. Remove space below (after) paragraphs.

. Create a header to number pages.

. Type the name and course information at the left margin. Center and type the title.

. Set first-line indent for paragraphs in the body of the research paper.

. Create a Quick Style for the research paper paragraphs.

. Type the research paper as shown in Figures 2-83a and 2-83b. Change the bibliography style to

MLA. As you insert citations, enter their source information (shown in Figure 2-83c). Edit the
citations so they display according to Figures 2-83a and 2-83b.

. At the end of the research paper text, press the ENTER key and then insert a manual page break so the

Works Cited page begins on a new page. Enter and format the works cited title (Figure 2-83¢). Use
Word to insert the bibliographical list. Format the paragraphs in the list with a hanging indent.

Check the spelling and grammar of the paper at once.
Save the document on a USB flash drive using Lab 2-1 Computer Forensics Paper as the file name.

Print the research paper. Handwrite the number of words, paragraphs, and characters in the
research paper above the title of your printed research paper.

Word Chapter 2
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Lab 2: Preparing a Research Report with a Footnote

Problem: You are a college student enrolled in an introductory English class. Your assignment is to
prepare a short research paper in any area of interest to you. The requirements are that the paper be
presented according to the MLA documentation style, contain at least one explanatory note positioned
as a footnote, and have three references. One of the three references must be from the Internet. You
prepare a paper about antivirus programs (Figure 2-84).

Yadav 1

Pahdi Yadav
Professor Milton
English 101
5 May 2008
Antivirus Programs

Today, people rely on computers to create, store, and manage critical information, many times
via a home computer network. Information transmitted over networks has a higher degree of security
risk than information kept in a user's home or company premises. Thus, it is crucial that they take
measures to protect their computers and data from loss, damage, and misuse resulting from computer
security risks. Antivirus programs are an effective way to protect a computer against viruses.

An antivirus program protects a computer against viruses by identifying and removing any
computer viruses found in memory, on storage media, or on incoming files." When you purchase a new
computer, it often includes antivirus software. Antivirus programs work by scanning for programs that
attempt to modify the boot program, the operating system, and other programs that normally are read
from but not modified. In addition, many antivirus programs automatically scan files downloaded from
the Web, e-mail attachments, opened files, and all types of removable media inserted in the computer
(Karanos 201-205).

One technique that antivirus programs use to identify a virus is to look for virus signatures, or
virus definitions, which are known specific patterns of virus code. According to Shelly and Cashman
(Antivirus Programs), many vendors of antivirus programs allow registered users to update virus

signature files automatically from the Web at no cost for a specified time. Updating the antivirus

" Bulowski points out that most antivirus programs also protect against worms and Trojan

horses (55-61).

(a)

Figure 2-84
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Yadav 2

program’s signature files regularly is important, because it will download any new virus definitions that

Word Chapter 2

have been added since the last update.
Methods that guarantee a computer or network is safe from computer viruses simply do not

exist. Installing, updating, and using an antivirus program, though, is an effective technique to safeguard

your computer from loss.

(b)
Figure 2-84 (continued)

Instructions: Perform the following tasks:
1. Adjust line spacing to double and remove space below (after) paragraphs. Create a header to
number pages. Type the name and course information at the left margin. Center and type the title.
Set first-line indent for paragraphs in the body of the research paper. Create a Quick Style for the
research paper paragraphs.
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2. 'Type the research paper as shown in Figures 2-84a and 2-84b. Add the footnote as shown in
Figure 2-84a. Change the Footnote Text style to the format specified in the MLA style. As you
insert citations, use the following source information:

a. Type of Source: Periodical
Author: Bulowski, Dana
Title: Protection and Precaution: Keeping Your Computer Healthy
Periodical Title: Computing Today
Year: 2008
Month: February
Pages 55-61
b. Type of Source: Book
Author: Karanos, Hector
Title: Internet Security
Year: 2008
City: Indianapolis
Publisher: Citywide Cyber Press
c. Type of Source: Document From Web site
Author: Shelly, Gary B., and Thomas J. Cashman
Name of Web page: Antivirus Programs
Production Company: Course Technology
Year Accessed: 2008
Month Accessed: February
Day Accessed: 7
URL: www.scsite.com/wd2007/pr2/we.htm

3. At the end of the research paper text, press the ENTER key once and insert a manual page break so
the Works Cited page begins on a new page. Enter and format the works cited title. Use Word to
insert the bibliographical list. Format the paragraphs in the list with a hanging indent.

4. Check the spelling and grammar of the paper.
. Save the document on a USB flash drive using Lab 2-2 Antivirus Programs Paper as the file name.

AN W

. Print the research paper. Handwrite the number of words, including the footnotes, in the research
paper above the title of your printed research paper.
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Lab 3: Composing a Research Paper from Notes
Problem: You have drafted the notes shown in Figure 2-85. Your assignment is to prepare a short
research paper from these notes.

Home networks:
* Home users connect multiple computers and devices together in a home network.
* Home networking saves money and provides conveniences.
e Approximately 39 million homes have more than one computer.
* Many vendors offer home networking packages that include all the necessary hardware and
software to network a home using wired or wireless techniques.

Three types of wired home networks: Ethernet, powerline cable, and phoneline (source: "Wired vs.
Wireless Networks," an article on pages 24-29 in March 2008 issue of Modern Networking by Mark A.
Travis).

+ Traditional Ethernet networks require that each computer have built-in network capabilities or
contain a network card, which connects to a central network hub or similar device with a
physical cable. This may involve running cable through walls, ceilings, and floors in the house.

¢ The hardware and software of an Ethernet network can be difficult to configure for the average
home user (source: a book called Home Networking by Frank A. Deakins, published at Current
Press in New York in 2008).

* A phoneline network is an easy-to-install and inexpensive network that uses existing telephone
lines in the home.

* A home powerline cable network is a network that uses the same lines that bring electricity into
the house. This network requires no additional wiring.
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Two types of wireless home networks: HomeRF and Wi-Fi (source: a Web site titled "Wired and Wireless
Networks" by Gary B. Shelly and Thomas J. Cashman of Course Technology, viewed on April 23, 2008.
Web address is www.scsite.com/wd2007/pr2/wc.htm).

* Wireless networks have the disadvantage of interference, because walls, ceilings, and other
electrical devices such as cordless telephones and microwave ovens can disrupt wireless
communications.

* A HomeRF (radio frequency) network uses radio waves, instead of cables, to transmit data.

* A Wi-Fi network sends signals over a wider distance than the Home RF network, which can be up
to 1,500 feet in some configurations.

__/—\—/__—_\_/_-—\

Figure 2-85

Instructions: Perform the following tasks:

1. Review the notes in Figure 2—85 and then rearrange and reword them. Embellish the paper as
you deem necessary. Present the paper according to the MLA documentation style. Create an
AutoCorrect entry that automatically corrects the spelling of the misspelled word, wird, to the
correct spelling, wired. Add a footnote that refers the reader to the Web for more information.
Enter citations and their sources as shown. Create the works cited page from the listed sources.

2. Check the spelling and grammar of the paper. Save the document on a USB flash drive using
Lab 2-3 Home Networks Paper as the file name.

3. Use the Research task pane to look up a definition of a word in the paper. Copy and insert the
definition into the document as a footnote. Be sure to quote the definition and cite the source.

4. Print the research paper. Handwrite the number of words, including the footnotes, in the research
paper above the title of the printed research paper.



Cases and Places WD 143

Cases and Places

Apply your creative thinking and problem solving skills to design and implement a solution.

Word Chapter 2

® Easier  ®® More DirricuLt

* 1: Create a Research Paper about Word Using the MLA Documentation Style

Chapter 1 of this book discussed the components of the Word window (pages WD 6 through 11).
Using the material presented on those pages, write a short research paper (350400 words) that
describes the purpose and functionality of one or more of these components: document window,
Ribbon, Mini toolbar and shortcut menus, Quick Access Toolbar, and Office Button. Use your
textbook and Word Help as sources. Include at least two citations and one explanatory note positioned
as a footnote. Add an AutoCorrect entry to correct a word you commonly mistype. Use the concepts
and techniques presented in this chapter to format the paper according to the MLA documentation
style. Check spelling and grammar of the finished paper.
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ee 2: Create the Research Paper Presented in this Chapter Using the APA

Documentation Style

As discussed in this chapter, two popular documentation styles for research papers are the Modern
Language Association of America (MLA) and American Psychological Association (APA) styles. In this
chapter, you created a research paper that followed guidelines of the MLA documentation style. Using
the school library, this textbook, other textbooks, the Internet, magazines, or other sources, research the
guidelines of the APA documentation style. Then, prepare the Wireless Communications Paper from this
chapter following the guidelines of the APA documentation style. Use Figure 2—1 on page WD 75 as a

starting point for the text and source information. Check spelling and grammar of the finished paper.

ee 3: Create a Research Paper that Compares Documentation Styles

This chapter discussed the requirements of the MLA documentation style. The American
Psychological Association (APA) and the Chicago Manual of Style (CMS) are two other documentation
styles supported by Word. Using the school library, this textbook, other textbooks, the Internet,
magazines, or other sources, research the guidelines of the APA and CMS documentation styles to
learn more about the differences among the MLLA, APA, and CMS documentation styles. Using what
you learn, write a short research paper (450-500 words) that compares the requirements and formats of
the three documentation styles. Include at least two references and one explanatory note positioned as a
footnote. Use the documentation style specified by your instructor to format the paper. Check spelling
and grammar of the finished paper.

ee 4: Create a Research Paper about the Month You Were Born

Make It Personal

Did you ever wonder what world events took place during the month you were born (besides your
birth)? For example, what happened with respect to politics, world affairs, and the economy? What
made headline news? Were there any scientific breakthroughs? What was on television and at the box
office? Were any famous people born? Did anyone famous die? What songs topped the charts? What
was happening in the world of sports? Research the newsworthy events that took place during the
month and year you were born (i.e., July 1981) by looking through newspapers, magazines, searching
the Web, and/or interviewing family and friends. Write a short research paper (450-500 words)

that summarizes your findings. Include at least two references and one explanatory note. Use the
documentation style specified by your instructor to format the paper. Check spelling and grammar of
the finished paper.

Continued >
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Cases and Places continued

ee 5: Create a Research Paper about Spring Break Vacation Destinations

Working Together

With spring break just two months away, you and your fellow classmates are thinking about various
spring break vacation destinations. Many options are available. Should you vacation close to home

or travel across the country? Stay at a hotel, rent a condominium, or camp outdoors? Travel by car,
train, or airplane? Book through a travel agent or the Web? Each team member is to research the
attractions, accommodations, required transportation, and total cost of one spring break destination

by looking through newspapers, magazines, searching the Web, and/or visiting a travel agency. Each
team member is to write a minimum of 200 words summarizing his or her findings. Each team member
also is to write at least one explanatory note and supply his or her source information for the citation
and bibliography. Then, the team should meet as a group to compose a research paper that includes all
team members’ write-ups. Start by copying and pasting the text into a single document and then write
an introduction and conclusion as a group. Use the documentation style specified by your instructor to
format the paper. Check spelling and grammar of the finished paper. Set the default dictionary. If Word
flags any of your last names as an error, add the name(s) to the custom dictionary. Hand in printouts of
each team member’s original write-up, as well as the final research paper.
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