BTT – WP Exercise 7 Instructions
1. Copy the WP Ex 7  file from the website to your hard drive and rename it to include your name (use our usual format).
2. On the title page add the appropriate information for the due Date: (make it two days from now), from, course code, and to. (refer back to ex. 6 if necessary). (1 mark)
3. On the title page add a picture which is appropriate to the topic of Referencing Your Work.  Size it appropriately for the space.  (1 mark).

4. Add a page border only to this page. (1 mark)
5. On the Table of Contents page format it the same way as you did in exercise 6 (start 2” from top, T/S between the title the body, double space the other entries, create a right tab with a leader dot option for the page numbers. (2 marks).
6. Continue to page 3 and ensure the title (Referencing Your Work) is 2 inches from the top (use your status bar to move to the 2” mark– do not change the top margin)..  Apply bold, centre, block caps to the title.  Ensure TS is used between the title and the body of the report (use the enter key, do not use your line spacing icon). (2 marks)
7. Move your curser to the first line of your report content (i.e. first line after the title. Select the remaining content of your report up to but not including your reference list.  Set your line spacing to 2.0. (begin on the first line of your first paragraph) (1 mark)
8. Change the left margin to 1.5 and ensure other margins are set at 1.0 inches. (1 mark)
9. Indent all the paragraphs (but obviously not the side headings).  (1 mark)
10. Underline the side-headings.  (1 mark)
11. Go back to page 3 and add a section break immediately before the title. (1 mark)
12. Add page numbering into the header into the top right corner.  Remember you need to be in section 2 and you need to deselect “link to previous”.  Suppress page 1 but when formatting in the “insert page dialogue box” you need to tell the computer to start at page 1 or the computer will count your title page and contents page. (1 mark)
13. Use the Replace command to replace every “prevent” with “avoid”. (1 mark)
14. Use the Thesaurus to replace the following words:
a. In paragraph 4 (under the side heading “Citing Quotations and Borrowed Ideas), line 1, change the verb “document” to another word that is appropriate for the context of this sentence. (1 mark)
15. Format the reference list page properly using your handout on reports.  Remember the reference list page must be on a separate page. Insert a page break. (1 mark)
16. Add WP7 and your name into the footer at the left, Course Code and Section # in the middle, and file name and path at the right….this is for marking purposes only. (1 mark)
17. Save.  This is a lengthy document.  Do not print.  Drop of the file by the due date for marking.
Application:  17
