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Independent Project 3-6 
Courtyard Medical Plaza works closely with the Skiing Unlimited winter ski program. For this project, you modify the Skiing 
Unlimited Training Guide using Track Changes to include footnotes, a table of contents, cover page, and headers and 
footers. This project has been modified for use in SIMnet. 

Skills Covered in This Project
 Review and delete a comment. 

 Change the Display for Review view. 

 Modify a document using Track Changes. 

 Change margins. 

 Apply title and heading styles. 

 Insert a custom table of contents. 

 Insert a page number in the header. 

 Insert a document property field into  
the footer. 

 Insert page breaks. 

 Insert a cover page. 

 Customize cover page content and insert a 
document property field. 

 Review and accept tracked changes. 

 Update a table of contents. 
 

1. Open the SkiingUnlimitedTrainingGuide-03.docx start file. If the document opens in Protected 

View, click the Enable Editing button so you can modify it.  

2. 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. 

3. Review the document displaying the Simple Markup Track Changes. 

4. Change Display for Review view, review and delete a comment, and turn on Track Changes. 

a. Change the Display for Review view to All Markup and review tracked changes in the 

document. 

b. Read the comment on the first page and then delete the comment. 

c. Turn off Track Changes and accept all tracked changes in the document. 

IMPORTANT: Be sure to complete instruction 4.c. before you continue. If you do not Accept All Changes and 

turn off Track Changes, the track changes will remain in the document and your file WILL NOT grade correctly. 

5. Change the left and right margins to 1". 

6. Apply styles to the title and headings. 

a. Apply the Title style to the title on the first page. 

b. Apply the Heading 1 style to all the bold headings. 

c. Apply the Heading 2 style to all the underlined headings. 

d. Apply the Heading 3 style to all the italicized headings. 

7. Insert and customize footnotes. 

a. Insert a footnote after the “Skiing Procedures” heading on the first page. 

b. Type Skiing procedures vary depending on the clients’ needs. as the footnote text. 

c. Insert a footnote after the “Guiding Techniques” heading on the second page. 

d. Type A minimum of two guides is required for all clients. as the footnote text. 

e. Change the footnote Number format to A, B, C and change Numbering to Continuous. 

8. Insert a custom table of contents. 

a. Place your insertion point at the beginning of the document and insert a page break. 

b. Type Table of Contents on the first line on the new first page and press Enter. 

c. Apply the Title style to “Table of Contents” on the new first page.  
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d. Place the insertion point on the blank line below the “Table of Contents” heading and 

before the page break. 

e. Insert a Custom Table of Contents, use Fancy format, show 2 levels of headings, show page 

numbers, right align page numbers, and do not include a tab leader. 

9. Insert header and footer. 

a. On the first page (table of contents), insert the Bold Numbers 3 built-in page number at the 

top of the page. 

b. Remove the extra line in the header. 

c. In the footer on the same page, insert the Title document property field on the left. Use the 

right arrow key to deselect the document property field. 

d. Insert the Company field on the right. Use tabs to align the field on the right. 

e. Bold the text in the footer and close the footer. 

10. Insert page breaks to keep headings with the text below. 

a. Insert a page break before the “Beginning Wedge Christie Turns” heading (page 4). 

b. Insert a page break before the “Introduction to Equipment” heading (page 5). 

11. Insert and modify a cover page. 

a. Insert the Grid cover page. 

b. Delete the Subtitle field. 

c. On the blank line between the Title and Abstract fields, insert the Company document 

property field. 

d. Delete the Abstract field. 

e. Select the Company document property field, change the font size to 20 pt., apply bold 

formatting, and change the text color to Blue-Gray, Text 2. 

12. Update the entire table of contents. 

13. Save and close the document (Figure 3-120). 

14. Upload and save your project file.  

15. Submit project for grading.  
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