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BTT – WP Exercise 6 Instructions
1. Download and save the WP Ex 6 and the WP E6 Instructions files from the course website to your Word Processing folder and rename it to include your name (as per our usual format).
2. On the title page add your name to the bottom of the page in the from section

3. On page 3, type the following title - REPORT FORMAT INSTRUCTIONS -  2 inches from the top, bold, centred, block caps, and TS after the title.
4. Move your curser to the first line of the first paragraph on page three and change your line spacing to 2.0.  
5. Change the left margin to 1.5, the right margin to 1” and the top and bottom margins to 1 inch.
6. Indent all the paragraphs but do not indent any sideheadings.
7. Underline the three side-headings (Side-heading, Page Numbering, Table of Contents).
8. Place your curser at the beginning of the title of your report on page 3 REPORT FORMAT INSTRUCTIONS.  Then insert a section break by choosing Insert>break>section break>next page>ok.  
9. On page 1, add a border to your report’s Title Page only – Format>Border and Shading>Page Border> choose your border style and width (3 point size)> apply to> this section, page 1 only>ok

10. For the Table of Contents page (page 2), use your status bar to ensure the title is placed at the 2” mark, is in block caps, bold, and centred.  Use your show/hide icon to ensure there is triple spacing between the title and list of topics.

11. On the Table of Contents page, select the text showing the sideheadings and page numbers (i.e. from Introduction down to References 32) are listed and change the line spacing to 2.

12. Ensure the work you selected in step 10 is still selected, go to Format>tabs> set a right tab of 6 inches>leader> choose the second dot option>set>ok. The work should now show with leader dots and the page numbers should appear at the 6 inch tab marker.
13. Use the Replace command (select edit under the menu bar) to replace every “report” with “essay”.

14. Use the Thesaurus to replace the following words:
a. In paragraph four, change “suppress” to another acceptable word that fits the sentence content
b. In the final paragraph, change “subsequent” to another word with the same meaning (make sure you keep the correct context)
15. On the works cited page, ensure the title starts 2 inches from the top of the page.  Triple space after the title
16. Ensure the entries are in alphabetical order.  Use cut and paste to make the required moves.
17. Select the entries as a block, then use the format, paragraph, hanging indent feature on your menu bar.
18. Your report has been divided into two sections when you added the section breaks in step 7.  You will now add page numbering into the header.  The title page never has a page number.  The table of contents never has a page number unless it takes more than one page.  In such cases you would roman numerals.  Your table of contents is only one page so it will not have a page number.  You need to start regular page numbering on the pages where your report content begins.  It is normal for the first page of the report not to show the page number even though it is page 1.  We will need to suppress the printing of the page # for this page.  You want the page numbering to start in section 2.  To do this do the following:
a. Place your cursor at the beginning of section 2 which begins on page 3 – immediately before the Title - REPORT FORMAT INSTRUCTIONS 

b. Go to your header (view >header and footer). 

c. Look at your header/footer toolbar and find the icon that looks like this [image: image1.png]


 .  It will say “Link to Previous” when you place your curser on it.  If you look at the top right hand corner of your header box it will same as previous.  Deselect this icon by pressing it once. The top right right corner will no longer say “same as previous”.

d. Select the align right icon on your formatting toolbar.

e. Use the insert, page numbering feature on your menu bar.  Ensure the position box shows top of page (header).  Unclick “Show number on first page” then select format.

f. In the next dialogue box indicate you want the page numbering to start at page 1.  When you double check your document the title page and content page will not show a page number.  The first page of the report in terms of content (the status bar will say 3/6) should also not show a page number, the second page of the report content (status bar will say 4/6) should show page 2.     
19. Add WP 6 and your name into the footer at the left, course code and section number in the middle, and the file name and path at the right….this is for marking purposes only (you don’t usually provide this information in a report.
20. Use the spell-checker to correct any errors.

21. Also proofread for other errors.

22. Save.  Have your teacher view the file for feedback.  If your teacher is unavailable, continue with WP Ex 7 but do not print until you have received feedback on WP 6.
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