Activity: Headers, Footer, and Bibliography 

Task: You will format an article on Halloween costumes and safety.
Skills:  cover page, header, footer with page number, footnotes, endnotes, bullets and enumeration, find/replace, format headings, spell check, word count
Instructions:

1. Get text: Go to mkamber.weebly.com.  Under Classes, Intro to Computer Applications, open Article Assignment and save to your workspace as My Article. 
2. Find/Replace: Home tab, Replace – Replace All occurrences of the word Christmas with Halloween.  Replace All occurrences of the word tree with costume.

3. Spell check: Review tab, Spelling and Grammar.  Follow through and correct any realistic spelling and grammar errors.

4. Cover page: Insert tab, Cover page, select Conservative.  Insert your name and the date.  Make the subtitle “Introduction to Computer Applications”.  Delete the company name and abstract or add something funny.
5. Header: Insert tab, Header, Blank 1:  Insert your name at the left and Block 6 at the far right.  Double click on the work “Header” to make the tab go away.

6. Page number: Insert tab; in the Header and Footer area, select Page Number, Bottom of Page, and select where you want the page number to go (e.g., at far right).

7. Numbering: Home tab, use the Find function to find “Dawn of the Dead”.  Highlight the 5 movies.  Select the Numbering (1,2,3) icon to number off these lines.

8. Bullets: Home tab, use the Find function to find “Make your child”.  Highlight this line and the next 4 lines.  Select Bullets icon to itemize with bullets.

9. Footnote: Home tab, use the Find function to find “Game of Thrones”.  Click right after it.  Reference tab, Insert footnote.  Type in the footnote “Game of Thrones debuted on HBO in 2011.”

10. Format title: Home tab, highlight the title “Making this Halloween the Best” (first line of document after the cover page).  Select Heading 1.

11. Format subtitles: Home tab.  For each subtitle (e.g., “Do” and “Don’t” lines), highlight the subtitle and select Title to format.

12. Endnote for bibliography: Place cursor at the end of the paragraph “Don’t: Cop Out”.  Reference tab, Insert endnote.  Type in the following book citation: “Buster, Ghost.  Easy Halloween Costumes. Bed Sheet Publishers, 2014. Italicize the book title.
13. Endnote for bibliography: Place cursor at the end of the paragraph “Zombie movie”.  Reference tab, Insert endnote.  Type in the following book citation: “Zombie, Dead.  I’m Walking and I’m Dead.  Out of Life Publishers, 1870.” Italicize the book title

14. Bibliography: Insert the word “Bibliography” about your endnotes.  Format it as Title.
15. Word count: Review tab, Word count:  When I come over to check your document, tell me how many words are in the document.
