USING MICROSOFT WORD 2016 Independent Project 2-4

Independent Project 2-4

In this project, you use styles, indents, lists, tab stops, the replace feature, footers, and document properties to customize
the Emergency Procedures document for Sierra Pacific Community College District.

Skills Covered in This Project

*  Modify an existing document. «  Use the Format Painter.
«  Apply a document theme and theme color. «  Set and modify tab stops.
«  Change margins and font size. «  Use Replace.
«  Apply and modify a style. + Insert a footer with document properties
« Apply a border to selected text. and current date.
«  Apply and customize a numbered and « Insert a page border.
bulleted list. «  Center text vertically.

Step 1:
Download . Open the EmergencyProcedures-02.docx start file. If the document opens in Protected View,
start file click the Enable Editing button so you can modify it.

The file will be renamed automatically to include your name. Change the project file name if
directed to do so by your instructor, and save it.

Change the theme to Integral and the theme color to Red.
Change the top, bottom, left, and right margins to 0.75".
Select the entire document and change the font size to 12 pt.
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Formaft the fitle of the document.

a. Select the fitle of the document and apply Heading 1 style.

b. Open the Font dialog box, apply All caps effect, and change the font size to 16 pt.
c. Change the Before paragraph spacing to 0 pt.

d. Add a bottom border o the fitle using the Borders drop-down list.

7. Select each of the bold section headings and apply the Heading 2 style.

Modify the Heading 2 style.

a. Select the first section heading ("Emergency Telephones [Blue Phones]").

b. Change Before paragraph spacing to 12 pt. and After paragraph spacing to 3 pt. Apply
small caps effect and underline.

c. Update Heading 2 style to match this heading.

d. Verify that all of the section headings are updated.

9. Turn on Show/Hide and delete all of the blank lines in the document.
10. Select the bulleted list in the first section and change it to a numbered list.

11. Apply numbering format, make formatting changes, and use the Format Painter.

a. Apply numbering to the text in the following sections: "Assaults, Fights, or Emotional
Disturbances"; "Power Failure"; "Fire"; "Earthquake"; and "Bomb Threat."

b. Select the numbered list in the "Bomb Threat" section.

c. Open the Paragraph dialog box, set Before and Affer paragraph spacing to 2 pt. If
necessary, deselect the Don’t add space between paragraphs of the same style check box.

d. Use the Format Painter to copy this numbering format to each of the other numbered lists.

e. If necessary, reset each numbered list so it begins with 1 (right-click the first item in each
numbered list and select Restart at 1 from the context menu).

12. Customize a bulleted list and use the Format Painter.
a. Select the text in the "Accident or Medical Emergency"” section.
b. Use a solid square bullet (Wingdings, Character code 110).
c. Confirm the left indent is 0.25" and hanging indent is 0.25". If they are not, make these
changes.
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. Apply the Intense Reference

o

Set Before and After paragraph spacing to 2 pft.

e. If necessary, deselect the Don’'t add space between paragraphs of the same style check
box (Paragraph dialog box).

f. Use the Format Painter to apply this bulleted list format to the following text in the following

sections: "Tips to Professors and Staff” and "Response to Students."

. Change indent and paragraph spacing and apply a style.

Select the text below the “Emergency Telephone Locations" heading.

Set 0 0.25" left indent.

Set Before and After paragraph spacing to 2 pt.

Confirm the Don't add space between paragraphs of the same style box is unchecked.

In the "Emergency Telephone Locations” section, apply Book Title style to each of the
telephone locations. Select only the location, not the text in parentheses or following text.

Q000

. Change left indent and paragraph spacing and set a tab stop with a dot leader.

Select the text below the "Emergency Phone Numbers" heading.

Set a 0.25" left indent for this text.

Set Before and After paragraph spacing to 2 pt.

Confirm the Don’t add space between paragraphs of the same style box is unchecked.
With the text sfill selected, set aright tab stop at 7" and use a dot leader (2).

Press Tab before the phone number after the space on each of these lines. The phone
numbers align at the right margin with a dot leader between the text and phone number.

"0 0000

style to the paragraph headings

in the “Accident or Medical SPCCD—MWEST CAMPUS EMERGENCY PROCEDURES

Emergency” section ('Life- Ememgency Tetepuones [Buus Puonss]
Threa Tlng Em ergen cies" and Emergency telephones on campus are marked by o br\'gﬁ:t blue light [see locations below).
. To use, prass the “Help” button. Speak when the light comes on.
wr . , T the “Help” butfon. Spaak whan th light
Manf EmergenCIeS ) . DOﬂ T 2. Stay on the line. You will be connected with the college police.
inC|Ude The CO|OI’] When 3. State clearly the nature of the emergency ond your location.
Selec.ﬁng The pOI’OgrO p h EMERGENCY TELEPHOME L OCATIONS
. Stapiwm ParkinG LoT [outside], between ticket machines
h ed d N g S. BarTON HaLL {outside), southwest corner
BarTON HALL (inside), Second floor, west end near elevators
. Use The Replace feOTUI’e To LiseraL ARTs (outside), north end of the C wing
. “ LieraRY [outside), right side of front enfrance
replace all instances of “Phone LieRaRY (insice], First floor, stairs
n H m n H PerFoRMING ARTS [outside), near west entrance from Lot B
9 ] ] Wlfh P H ON E 9 ] ] WlTh bOId MAaTH & SCIENCE [inside), west wall of biclogy wing
fon‘l’ S'I' Ie‘ CAFETERIA (outside), northeast entrance from parking lot B
y Grmuasium (inside|, breezeway between offices and gym entrance
. | I’\SGI’T a fOOTer WlTh d oCuU meﬂf EMERGEMCY PHOME NUMBERS
properfy ﬁelds Ond ‘I‘he Curren‘l' Emergency Response System (Fire, Medical, Sheriff) 211
d 1‘ fh 1‘ College Police (odjacent to staff parking south of Bartoen Hall and Library] . e [209) 658-7777
are ar dppedars on every Health Center (Administration Building) M-F 7:30 c.m.-4:00 pm. - oeooeo. . [209) 658-2239
age Information Center (C ling Building} (209) 658-4446
page. . Evening Dean (Asst. Dean, Math) M-Th 5:00 p.m.-8:00 p.m. ....._. ... (209} 658-7700
a. Edit the footer and use the Site Administrator [Vice President of Administrative Services) (209} 658-8501
Weekend College Coordinator (Area Deans) (209} 658-6500
ruler fo move the center tab
" . Acaoent or Mepicar Emersency
STOp To 3°5 a nd The rlght TO b B Lire-ThReaTENING EMERcEnciEs: PHOMNE 911. If victim has stopped breathing, start mouth-to-mouth
STOp TO 7"‘ resuscitation. If victim's heart has stopped, begin CPR. Call college police or send for ossistance
. [call 7777 from a campus phone; otherwise coll 658-7777).
b . |ﬂSeI'T The Tlﬂe d OCU menT B Minor EMeRGEMCIES: Administer first aid using American Red Cross standard procedures. First aid
. kit located in instructional ffices, library, cafeteria, and instruction office in th
property field on the left. Use s o, s oS ey o e e oo
the I'ighi‘ arrow key to assistance {call 7777 from a campus phone; otherwise call 658-7777).
deseleCT the dOCUmenT Assauts, FiGHTS, 0k EmoTionAL DISTURBANCES
. 1. Call college police immediately (7777 or 658-7777).
property field. 2. Do not engage in physical contact with persons involvad in a fight. Campus pelice will braak up
fights and make arrests if necessary.
C ° |n$err The Compa ny 3. Ask persons involved and witnesses to remain at the scene.
document proper’ry field at 4. Have Health Center provide first aid and/or call an ambulance if necessary.
center. Use the center tab 5. Emotional problems or disturbances may be referred to counseling (658-4466) or college police
. [658-7777).
S‘I‘op for a ||g nment. Use the Emergency Procedures Sierro Pacific Community Callegs District Moy 18,2017
right arrow key to deselect
the document property field. 2-113 Word 2-4 completed (page 1)
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d. Insert a date (use January 1, 2018 format) that updates automatically
on the right. Use the right tab stop for alignment.
e. Change the font size of all the text in the footer to 10 pt.
f. Add atop border to the text in the footer using the Borders drop-down list.

18. Insert a page border on the entfire document. Use Shadow setting, solid line style, Dark Red,
Accent 1 color, and 1 pt. line width.

. Center the entire document vertically (Refer to SLO 2.1 Customizing Margins and Page Layout).

Step 2 . Save and close the document (Figure 2-113).

Upload &
Save

. Upload and save your project file.

Step 3 . Submit project for grading.
Grade my
Project
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