USING MICROSOFT WORD 2016 Independent Project 3-5

Independent Project 3-5

Sierra Pacific Community College District gives incoming college students a Student Success Tips document. For this project,
you review comments and tracked changes, apply heading styles, and insert footnotes, placeholders, and a works cited
page, table of contents, and cover page. This project has been modified for use in SIMnet.

Skills Covered in This Project

«  Review and delete a comment. « Insert a table of contents.
«  Reject and accept tracked changes. « Use different odd and even page footers.
«  Apply title and heading styles. « Insert page numbers and a document
* Insert and modify footnotes. property field into the footer.
+ Insert a placeholder. « Insert and customize a cover page.
«  Use the Source Manager to update a « Insert a page break.
reference. « Update a table of contents.
«  Change the bibliography style. +  Share a document.

« Insert a works cited page.

Step 1: . Open the StudentSuccess-03.docx start file. If the document opens in Protected View, click the

Download Enable Editing button so you can modify it.
start file

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 and delete selected comments and fracked changes.
a. Change the Display for Review view to All Markup.
b. Read the comment at top of the document and then delete the comment.
c. Find the first tracked change in the document (left, right, and top margin changed) and
Reject Format Change.
d. Review the changes in the document and then Accept All Changes in the document. Turn
off Track Changes.

IMPORTANT: Be sure to complete instruction 3.d. before you continue. If you do not Accept All Changes and
turn off Track Changes, the frack changes will remain in the document and your file WILL NOT grade correctly.

4. 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 fo all the bold headings
c. Apply the Heading 2 style to all the underlined headings.

5. Insert footnotes and apply text formatting.

a. On the first page, insert a footnote after “Weekly Schedules” in the “Schedule Your Time”
section.

b. Type Weekly Schedules are available from your counselor or in the college bookstore. as the
footnote text.

c. Insert a footnote at the end of “Be sure to schedule your time for all these in your 119 hours.”
(after the period) in the “Schedule Your Time” section.

d. Type Be sure to schedule recreational time in your 119 hours. as the footnote text.

6. Move a footnote and modify footnote number format.
a. Select the first footnote reference marker (in the body) and move it so it appears after
“Weekly Schedule” in the “Track Your Time" section (use drag and drop or cut and paste).
b. Deselect the moved footnote and change the footnote number format to a, b, c.
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7. Insert placeholders in the body of the document.

a.

b.

In the “Introduction” section on the first page, insert a new placeholder named Navarro at
the end of the body paragraph (and before the period).

In the “Test Anxiety” section on the second page, insert a new placeholder named Sierra at
the end of the body paragraph (and before the period).

In the “Goal Setting” section on the fourth page, insert the Navarro placeholder (not a new
placeholder) at the end of the intro paragraph (and before the period).

8. Use the Source Manager to update placeholder reference information.

a.

Open the Source Manager and edit the Navarro placeholder to include the following
information. Check the Show All Bibliography Fields box, if necessary.

Type of Source: Book

Author: Tessa C. Navarro

Title: Study Skills for College Students
Year: 2017

City: Chicago

Publisher: McGraw-Hill

Edit the Sierra placeholder to include the following information. (Note: Be sure to click the
“Show All Bibliography Fields” check box to display all the fields.)

Type of Source: Document from Web site

Corporate Author: Sierra Pacific Community College District
Name of Web Page: Tips for Student Success

Name of Web Site: spced.edu

Year: 2016

Year Accessed: 2016

Month Accessed: September

Day Accessed: 2

URL: http://www.spccd.edu/tips4success.pdf

9. Change bibliography style and insert a works cited page.

a.
b.

C.

Change the bibliography style to MLA.

Place your insertion point on the blank line at the end of the document and insert a
page break.

Insert a Works Cited page.

10. Insert a table of contents.

a.
b.

C.
d.

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

Type Student Success Tips on the first line on the new first page (before the page break)
and press Enter.

On the blank line below “Student Success Tips,” insert the Automatic Table 1 table of contents.
Apply the Title style to “Student Success Tips” on the new first page.

11. Insert a footer and add custom content.

a.

b
C.
d.
e

Edit the footer on the first page of the document (table of contents).

Check the Different Odd & Even Pages box.

Insert the Accent Bar 2 from the Page Number, Current Position drop-down list.

Press Tab two tfimes and insert the Document Title (or Title) document property field.

Go to the even page footer and insert the Accent Bar 2 from the Page Number, Current
Position drop-down list.
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f.  Press Tab two times and insert the Company document property field.

g. Change the font size to 10 pt. and apply bold formatting to the footer content in both the
even and odd page footers.

h. Close the footer.

12. Insert and customize a cover page.
a. Insert the Slice (Light) cover page.
b. Delete the Subtitle (“Document subtitle”) and Course (“Course title”) document property fields.
c. Change the font size of the title on the cover page to 40 pt. and apply bold formaftting.

13. Insert a page break before the “Physical Signs of Test Anxiety” heading.
14. Update the entire table of contents.

Step 3 . Save and close the document (Figure 3-119).

Grade my
Project . Upload and save your project file.

Step 2 . Submit project for grading.
Upload &

Save
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STUDENT Success Tips

TIME MANAGEMENT

Introduction
There'sna such thing astime management! Sowhy should you resd the rest of this hand cut® Becass
hara fs uch @ thing as sal-managemant and thiat's the key i ma king fime pouraliy rachar than pour
armerrr. Thars srs only 22 howr in your day, fat the aame o3 serbedy shela, So bew do yowand up

TUSITaERn, Sngey, Banind i FoUrwork, 3nd 0320 0N oo Test? L pha Bara s Yo dart know how 1o
wm= thase 24, hoursto pour advantsge [Naverrs)

Teaek Yaour Tims

if uzing your time wizely iz @ problzm for wou, vou probebly don't have 8 very good idesof nheseit all
goes It just s=amsto gol A good place to start, then, = to keeptrack of how you Uss pourtime. Geta
WRsdy SCRaHUlE” ot f3 M by Kesp track of RO YU U58 YIUT Waking NoUrs for oG wesic THE Tesuls
wil probably saprive pou

Schedube Your Time

The net step in10 thess Weeity Schedub: d planning. Youll
Ascevar, ameng sthar things, that Hiyou gat savem hours sk up = night, yoa hawa 229 hewrs parwsek i
a0 everyIing you nesd todp, TRat, of course, incudes going 1e-cass, 2ating, athemc svens, sl
acthities, Ihygeere, time-i it, stud-ing, student izEtiorn, telzphone and TV tims,
atc. Besure o schadibe S forall these invewr 22z hours " Then try sticking te sour schedzfora
wiemiz ThIE Sould give you 3000 143 of whara yoUr ez | prioras ans!

Frocrastnation

O o Bavn troubks, chancas 3r hars's 3 Culpric harking Someanans, dodging your wan mave. Crences
are this ol rit's nameis "7 ination.” P in it in amillion disguises. Among
the mare comman of thess 2ne.

B “Oing mare day won't maka any diffarencs; 11 just putthat off untl tomomow *
"It won's manmar i1 3 Pen: minumes 1a1s; ra one slsewdll bean time *
B "smock bestynder pressune®
B Y watch justas more mingtzs of TV.*
s

Laam to Sy MO ONes you P Es ars st TLrming 2 youll nessr ba
250 1000 SOMETNINg a0an. Weigh tha consequendes. Wzting 2 dedsion Dssd onwiET ¥ou o is
bestforyou atthe time, leeds to greater respect from pourfriends, nottoareputation aza pary-
oaper.

W Stay away oM TG 1aKephONa WhER ¥OUTE MRt Gat work dona.
W Tumoff pur cel phana or pager. I7Is really mparsm, theyll cal back
B Stey awvay from emsil and insbent messeging. Limit bow often vou check these things.

# Weskly Sebeddes ane avedsble frers pour covnselur or i theeelle ge bevkaere.
¥ e e 1 wchiedlu be recra corl B me i poar sag b

lz Saaita Pdiiz Commmunity College District

Schedule and Plan Ahead

W Liss 3manzhiy cakendar o halp you oGt your shacy T o th Was kly Schadul. &1 tha
begirring of wach querer, spend an hour with your calendar toenter sl imparmnt dates. As
oM rECERE Course ayllabi, enter the dates for quiszes; pepers, etc, onyour calerdar. Then
SEOMEEa The pime nesdad T2 prepars 1ar 822 of thess. The ruk-of-numb & *Fian anesd oy
moeking Backygrts

W By courting backwards like this, youllbe surprized how well you'ne using your ime and haw
much batar your grade will ba whan peera not undar prassura. &nd, by baing raslly honast
mith yoursel and taking aceount of 3l your pricrites, youll E6 35l g0 1o the foothall game
and not fedl guty.

W ATTRS STaT OF G3ch wadk, TranaTr i Ora Nt e i your CAlancar ta your Wasdy
Schedide, This Relps o 10 av0id Things that might othermis2 Snedtupon

B A sitemnetive to 8 paper calender i= 1o use anelectronic cabencer. You cavld vse the one on
vour desktop comaurar (e.g., Micosoft Ovtlock) or smart phons.

W B sura o scheduls Tima for your feness routing and for swudy besaks. Your brain works bas:
mhenithay sufficient cagen. You con son izerhenced whi fend st & task uriti]
vou feel yourself feding. Then Breasd A geod ruke-of-thumk s toworofor 45 minutas end then
Drak for 5. BUT WD yoursoi Mom than a5 mintes IS moera €han 2 braak!

Conchsion

SURZEST AN BUCh 35 1NE5S SN TAas T SNt EuEment By 3 calandar Sut £ acualy a3t e 3 gresar
zenseof freedom and sccamplishment becavee: you're in cantrol. Thet's ol seF-mamgement &—
mansgrg your e mare effectively. By followang these supgestions, youll be hagpier, more satisfied,
and mees procuctive

Mirnmizing TEsT ANDIETY

Tast Anary
RADST 5700 ANEE @priancs soma lewel of sty doring anaEm Hosear, when amiaty bagin o
aifactezam parformance it hes became s problem (Serrs Pacfic Cammonicy Collage Distric).

What Causes Test Anziety

B [ock of praparation s indicatod by:
¥ Crameing tha rich? baforstng @em
¥ Poortime menagement
*" Fallure to organice test information
+ Poar rhudy habits

B Woying anout the follawi ng:
¥ Paa perfammanca onesams
+" Howfriends and other students ere doing
" The nagative mrsequencas of Falura

3 Stadant Suciesa Tgs
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