Unbound Reports
1. Change the line spacing to double.

2. Hit the enter key until the curser is on one inch on the ruler on the left margin (for a total of two inches).

3. Type the title, all centered, and ALL CAPS, hit enter.

4. Type your name, hit enter twice.

5. Type the body of the report, letting the text wrap around.

6. Hit the tab key to indent the paragraphs on the reports.

7. Only hit the enter key once between paragraphs.

8. Type all reports on separate documents.
Type the following reports:

	Page Number
	File Name
	Special Instructions

	145
	L60F
	Located at the top of the page (5 points).

	145
	L60G
	Located at the bottom of the page (5 points).

	147-148
	L61F
	Use the Insert Page Number command to put a number at the top right of each page after the first page (10 points).

	151-152
	L63F
	Read about formatting references using the author-date format on the middle of page 151 (10 points).

	155-156 (the long quotes are on page 156, starting with “the author,” and “As the name implies.”
	L65F
	Use Format, Paragraph, and change indentation to 1” left and right for quotes that take more than 4 lines.  SS the long quote, DS before and after the long quote.  Do not use quotation marks.  Change the formatting after you type the quote (taken from page 154) (10 Points).

	160
	L67E
	Read how to type the references page on page 159.  To type:

Hit enter enough times to bring the title down one inch, center References in all capital letters, TS or QS after REFERENCES, arrange in alphabetical order, use the Format, Paragraph, Hanging Indent feature to format the page correctly.
Single Space the entries (5 Points).

	163
	L69D
	Be sure to include a title and reference page.  Title pages are covered on page 161.  To type, on a separate document type the title in capital letters, go down 5 inches, type your name, DS, the class, DS, the date (20 Points).


