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Appendix D

APA Research
Paper — Chapter 2
Supplement

Project — Research Paper Based
on APA Documentation Style

As described in Chapter 2, two popular documentation styles for research papers are
the Modern Language Association of America (MLA) and American Psychological
Association (APA). This appendix creates the same research paper shown in Chapter 2,
except it uses the APA documentation style instead of the MLA documentation style
(Figure D—1 on the next page).

This appendix is intended as a supplement for Chapter 2. It assumes you have
completed the Chapter 2 project and thus presents only the steps required to create
the research paper following the APA guidelines. That is, this appendix does not repeat
background, explanations, boxes, or steps from Chapter 2 that are not required specifically
to create the APA version of the research paper. For example, this appendix does not
present proofing tools, citation placeholders, footnotes, copy and paste, Research task
pane, etc. You should know the material presented in Chapter 2 because it will help you
to complete later chapters in the book successfully and if you intend to take the Word
Certification exam.

APA Documentation Style

The research paper in this appendix follows the guidelines presented by the APA.
"To follow the APA documentation style, format the text to 12-point Times New Roman
or a similar font. Double-space text on all pages of the paper using one-inch top, bottom,
left, and right margins. Indent the first word of each paragraph in the body of the paper,
and in footnotes if they are used, one-half inch from the left margin. At the top of each
page, place a left-aligned running head and a right-aligned page number. The running
head consists of the text, Running head:, followed by an abbreviated paper title (no more
than 50 characters) in all capital letters.

The APA documentation style requires a title page. In addition to the running head
and page number at the top of the page, the title page contains the complete paper title,
author name, and institutional affiliation, all centered on separate lines in the upper-half
of the page. The paper title should not exceed 12 words and should be written so that it
easily can be shortened to an abbreviated title for the running head. The author name, also
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references
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Rumning head: UNDERSTANDING TRIANGULATION

Abstract
Triangulation is a process thal uses trigonometry 1o determine the location of an object by
measuring the angles from two or more fixed points. The formula uxed to determine the location
of an object varics depending upon the number of fixed points used in the measurement
Surveyors often use triangulation to measure distance. Similarly. a Nintendo Wii game console
uses triangulation to determine the location of a Wii Remote. A more complex application ol
triangulation oceurs in a global positioning system (GPS), which consists of one or more earth-
based receivers that aceept and analyze signals sent by satellites o determine a receiver's
geographic location. GPS receivers, found in handheld navigation devices and many vehicles.
use triangulation to detenning their Tocation relative to at Ieast three geostationary satellites.

Another fornt of triangulation is used to determine the exaet location of certam cell phones.

Running head: UNDERSTANDING TRIANGULATION 4

T'he nest time you pass a surseyor, play a Nintendo Wii. or follow a route suggested by a
vehiele’s navigation systeny, keep in mind that none of it might have been possible without the

concept of triangulation.

Understanding Triangulation: Determining Locations
Iow is a Nintendo Wii game console able to determine the location of a Wii Remote
while a player interacts with a game? The answer s triangulation, a process that determines the
Tocation of an object by measuring the angles from two or more fixed points

Surveyors often use triangulation 1o measure distance. Starting at a knoswn location and

clevation, survevors measure a length to create a base line and then use a theodolite to measure
an angle to an unknown point from each side of the base line (Jains, 2012). The length of the
base line and the two known angles allow a computer or person to determine the Tocation ol a
third point. Cordoba and Sarkis (2012) explain that electronic theodolites caleulate angles

automatically and then send the calculated angles to a computer for analysis.
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Similarly. the Nintendo Wii gane console uses triangulation to determine the location of
a Wii Remote. \ player places a sensor bar, which contains two infrared transmitiers. near or on
top o a television. While the player uses the Wii Remote, the Wii game console determines the
remote’s location by caleulating the distance and angles between the Wii Remote and the two
transmilters on the sensor bar. Determining the location ol a Wii Remote is relatively simple
because the sensor bar contains only two fixed points: the transmitiers.

A more complex application of triangulation occurs in a global positioning system (GPS).
A GPS consists of one or more carth-based reccivers that aceept and analyze signals sent by
satellites 1o determine a receiver’s seographic location. GPS receivers, found in handheld
navigation devices and many vehicles, use triangulation to determine their location relative to at

Teast three geostationary satellites. According to Sanders (2012), the geostationary satellites are

the fixed points in the triangulation formula

Running head: UNDERSTANDING TRIANGULATION 3
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called an author byline, should not contain any title (e.g., Professor) or degrees

(e.g., PhD). If the author is not affiliated with an institution, list the author’ city and
state of residence. The title page also can include an author note centered at the bottom
of the page, which can contain separate paragraphs identifying the author’s departmental
affiliation, changes in affiliation during research, acknowledgments, and contact
information. If the title page contains an author note, the text, Author Note, should be
centered above the notes.

Research papers that follow the APA documentation style include an abstract. The
abstract is a one-paragraph summary (usually 250 words or fewer) of the most important
topics in the paper. The abstract appears after the title page on its own numbered page,
which includes the running head. The title, Abstract, is centered above a single paragraph
that is double-spaced and not indented.

The APA documentation style cites references in the text of the paper, called
citations, instead of noting each source at the bottom of the page or at the end of the
paper. This documentation style uses the term, references, to refer to the bibliographic
list of sources at the end of the paper. The references page alphabetically lists sources that
are cited in the paper. Place the list of sources on a separate numbered page. Center the
title, References, one inch from the top margin. Double-space all entries and format them
with a hanging indent, in which the first line of a paragraph begins at the left margin
and subsequent lines in the same paragraph are indented. The APA guidelines specify
the hanging indent should be one-half inch from the left margin. List each source by
the author’s last name, or, if the author’s name is not available, by the title of the source.
Capitalize only the first letter of the first word in a title, along with any proper nouns.

To Start Word

If you are using a computer to step through the project in this appendix and you
want your screens to match the figures in this appendix, you should change your screen’s
resolution to 1024 X 768. For information about how to change a computer’s resolution,
refer to the Office 2010 and Windows 7 chapter at the beginning of this book.

The following steps, which assume Windows 7 is running, start Word based on
a typical installation. You may need to ask your instructor how to start Word for your
computer.

Click the Start button on the Windows 7 taskbar to display the Start menu.

Type Microsoft Word asthe search textin the ‘Search programs and files' text box
and watch the search results appear on the Start menu.

Click Microsoft Word 2010 in the search results on the Start menu to start Word and
display a new blank document in the Word window.

If the Word window is not maximized, click the Maximize button next to the Close button
on its title bar to maximize the window.

If the Print Layout button on the status bar is not selected (shown in Figure D-2 on the
next page), click it so that your screen is in Print Layout view.

If Normal (Home tab | Styles group) is not selected in the Quick Style gallery (shown in
Figure D-2), click it so that your document uses the Normal style.

©Q @ ® 0 ® 00

If your zoom percent is not 100, click the Zoom Out or Zoom In button on the status bar
as many times as necessary until the Zoom button displays 100% on its face (shown in
Figure D-2).
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To Display Formatting Marks

As discussed in Chapter 1, it is helpful to display formatting marks that indicate
where in the document you press the ENTER key, SPACEBAR, and other keys. The
tollowing steps display formatting marks.

o If the Home tab is not the active tab, click Home on the Ribbon to display the Home tab.

9 If the Show/Hide 1] button (Home tab | Paragraph group) is not selected already, click it to
display formatting marks on the screen.

To Modify the Normal Style for the Current Document

The APA documentation style requires that all text in the research paper use 12-point Times New Roman, or
a similar, font. If you change the font and font size using buttons on the Ribbon, you may need to make the change
many times during the course of creating the paper because Word formats different areas of a document using
the Normal style, which uses 11-point Calibri font. By changing the Normal style, you ensure that all text in the
document will use the format required by the APA. The following steps change the Normal style.

o Home tab Normal style Quick Style
. ; . Show/Hide 1 Sfelectec_l and
e Right-click Normal in : button selected UM right-clicked gallery
the Quick Style gallery wome | i Dupelapond  References | Mubnpt  Baatw  Ven
Home tab | Styles R I - - # 4= . a3
( dl ?/ ai B0y u As A y | —Rd & ) 9 |asgsceoc| assbexo AaBbC: AaBbC : A'q
group) to display , olz o A WA MEEZE B N || oromald | Vedstn ormal te Makn Sesecion .
a shortcut menu - = N Baoa Modify
. command
(Figure D-2). £ B o
current font
and font size
for Normal Paragraph Styles group
style group hdd

r

Note: To help you
locate screen elements
that are referenced in
the step instructions, ‘
such as buttons and

commands, this book

uses red boxes to Print Layout zoom
point to these screen button percent
elements. l l
W > i = .
Figure D-2
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12)

Modify Style
dialog box

e Click Modify on the shortcut
menu to display the Modify Style
dialog box.

e Click the Font box arrow (Modify
Style dialog box) to display the
Font list. Scroll to and then click
Times New Roman in the Font
list to change the font for the
selected style.

font changed

e Click the Font Size box arrow
(Modify Style dialog box) and
then click 12 in the Font Size list
to change the font size for the
selected style.

e Ensure that the ‘Only in this
document’ option button is selected
(Figure D-3).

option button

style to be
r modified
Moxdely Soyle
Wi ik /
teree Mormal
Font box Font Size
arrow box arrow
iyl o Besilowsirug peavlagr sph Moo ead -:
Eormatiing
Hoo b hiswiioman w] 12 [«]l B 7 @ L vt -
EFE-E%%T#- =E 212 &=
font size
. ., Changed | _ .
Lomple Tex b Tent Lomgle Text Sumple Tewi Sumple

Test Somple Text Samgle Test lample Teat lumpls Teat Jumgle
Tt Sample Tt
Font: (Dwifault) Tases Moowe Roman, 12 o, Left

e snacng: Mulipls
Mt 10 pt, WiidouwgiOrp

Quiich: Stylie
OK button
o Ak oy Qe Sty st

& Owilly wy Biss Guoumini Baowy Bz il 3 Durinsd a0 1M Laivgilte

selected

Frgmmat +

13)

e Click the OK button (Modify Style
dialog box) to update the selected
style (in this case, the Normal style)
to the specified settings.

N

Appendix D

|

Figure D-3

To Change Line Spacing to Double

The APA documentation style requires that you double-space the entire research paper. That is, the amount
of vertical space between each line of text and above and below paragraphs should be equal to one blank line. The

following steps change the line spacing to 2.0, which double-spaces the lines in the research paper.

e Click the Line and Paragraph
Spacing button (Home tab |
Paragraph group) to display the .
Line and Paragraph Spacing gallery
(Figure D-4).

12)

e Click 2.0 in the Line and Paragraph
Spacing gallery to change the
line spacing for the paragraph
containing the insertion point. ‘

u = E JIn 5
22
/ v
Paragraph ———
group

check mark indicates
current line spacing

W e

insertion point

Figure D-4

Line and Paragraph
~.1 | Spacing gallery

- | displays list of line

spacing options

/

line spacing to be
changed to 2.0

displays dialog box
with additional line
spacing options
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To Remove Space after a Paragraph

The research paper should not have additional blank space after each paragraph. The following steps remove

the blank space after a paragraph.

e Click the Line and Paragraph
Spacing button (Home tab |
Paragraph group) to display the
Line and Paragraph Spacing gallery
(Figure D-5).

12)

e Click Remove Space After Paragraph
in the Line and Paragraph Spacing
gallery so that no blank space
appears after paragraphs.

| ;

: 5 Line and
Paragraph group Paragraph
v Spacing

Line and Paragraph
Spacing button

gallery
line spacing

changed to

double once you select

Remove Space

o Jefore Farigrind After Paragraph
2 command, it

changes to Add

Space After

Paragraph

command

Figure D-5

To Update a Style to Match a Selection

To ensure that all paragraphs in the paper will be double-spaced and do not have space after the paragraphs,
you want the Normal style to include the line and paragraph spacing changes made in the previous two sets of steps.
Because no text has yet been typed in the research paper, you do not need to select text prior to updating the Normal
style. The following steps update the Normal style.

e Right-click Normal in the Quick
Style gallery (Home tab | Styles
group) to display a shortcut menu
(Figure D-6).

12)

e Click Update Normal to Match
Selection on the shortcut menu to
update the current style to reflect
the settings at the location of the
insertion point.

Normal style
| right-clicked

B9 | asBboc| AaBRCd AaBBC: AaBbCe 4] Update
" Normal
v e B Normai Lo ants B o Mtk Seltction «——— to Match
N Moy Selection
command

Styles group DTS SOW i T il

Figure D-6
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To Insert a Formatted Header and Switch to the Header

In this research paper, the running head is to be placed at the left margin and the page number at the right
margin, both on the same line one-half inch from the top of each page. Because the APA documentation style
requires text at both the left and right margins, you can insert a formatted header that contains placeholders for text
at the left, center, and right locations of the header. The following steps insert a formatted header and then switch
from editing the document text to editing the header.

e Click Insert on the

Ribbon to display the

Insert tab.

o Click the Header
button (Insert tab |
Header & Footer
group) to display
the Header gallery
(Figure D-7).

12)

e Click Blank (Three
Columns) in the
Header gallery to
insert the selected
header design in the
document and switch
from the document
text to the header,
which allows you
to edit the contents
of the header
(Figure D-38).

Insert tab

Header button

Header &
/! Footer group

i = L]
Header gallery

Blank (Three
Columns) header

/

list of built-in
(predefined)
headers

clicking down
scroll arrow
displays more
built-in headers

Remove Header
command deletes
header contents
from entire
document

Figure D-7

Header & Footer Tools
automatically appears

you are editing the header

Design tab
because

HMaader

!

-

B 1
Liype text]

"

™~

indicates header
is being edited

document text
is dimmed while
you edit header

header

‘ [Type text]

content controls automatically
placed in header when you
selected built-in header

Figure D-8

bottom of header
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To Enter Text in a Header Content Control

The formatted header contains three content controls (one at the left margin, one centered, and one at the
right margin) with a tab character between each content control. A content control contains instructions for filling
areas of text or graphics. The tab characters, which are formatting marks that indicate the TAB key has been pressed,
are displayed because Word uses tab stops to align these content controls. Chapter 3 discusses tab stops in more
depth.

To select a content control, you click it. As soon as you begin typing in a selected content control, the text you
type replaces the instruction in the control. For this reason, you do not need to delete the selection unless you wish
to remove the content control and not enter any replacement text. The following steps delete the centered content
control and then enter the running head at the location of the leftmost content control in the header.

e Click the centered
content control in the
header to select the

content control. content control
selected

(Typs ) / -

® Press the DELETE key

to delete the selected 3
content control. g -

e Click the leftmost tab character centered content tab character
control deleted

content control in

the header to select
the content control
(Figure D-9). Figure D-9

12)

e Type Running
head:
UNDERSTANDING
TRIANGULATION funning head

as the text in the \\

leftmost content Running head: UNDERSTANDING TRIANGULATION] ’ [Type texe)§
control and then press ‘

the DELETE key twice Mo
to remove one of the e n—
tab characters so that character remains
the running head
text fits on the same
line as the rightmost
content control,
which will contain

the page number \\/\/—\/I

(Figure D-10).
Figure D-10

To Count Characters

The running head should be no more than 50 characters, according to the APA documentation style. The next
steps count the characters in the running head.
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selected text contains
o 27 characters, including

spaces

e Drag through the running
head text, UNDERSTANDING

Appendix D

TRIANGULATION, to select the text. Word Count [ Woed Count |V -
rrerr . dialog box : =
e With the running head selected, —
click the Word Count indicator on Worcs l —
the status bar to display the Word S it = ey
Count dialog box (Figure D—11). fromsca J
¥ T tEEotd, [GERNOESS SN0 Snchotes
(2 o
e Click the Close button (Word Count \

_____/_——\____/——

Wo'rd Count Close button
indicator

dialog box) to close the dialog box.

of ) \'!\'IK\'& - ~'p

Figure D-11

To Insert a Page Number in a Header Content Control

The next task is to insert the current page number in the header. The following steps insert a page number at

the location of the rightmost content control in the header.
Header & Footer
Tools Design tab

e Click the rightmost .
content control in the

Insert Page
Number button

[

M piton g

header to select the ) y | "%l b & A — =,
= g 2 -] — S = Wy D¥esent God B Bven Pxoe 1
content control. Ser footer | PagE | Dite CQuick Poum O% = : A0 Bven Pages | [
Nember = & Time Parts+ At Focter #] Hhow Donument Tert
e Click the Insert Page / m— 2 Tow of Fage * 5 e Lol Cutrent Position o _
3 tom " Page ; | Insert Page gallery 4
Number button eeal @ B Eage Mg ; 4—‘ Number menu /
eader w -
(Header & Footer P (TS —— — -
Tools Design tab | I % s L
Header & Footer S Bemove Page Nuambe [Type ]y
. Cur_re_nt Plain Number
group) to display the Eg;:ﬂrgnd ’ to be selected
Insert Page Number '
content control
menu. selected
Pagpe T
e Point to Current et
Position on the Insert
Page Number menu
to display the Current
P95|t|on gallery i
(Flgure D_12) I " clicking down
scroll arrow
displays more
page number
formats

Figure D-12
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(2) poadr & et
e Click Plain Number in the Current
Position gallery to insert an
unformatted page number at the by P tant
location of the selected content yenet :
control in the header (Figure D-13).

Close group

. o % 8% S 4 5, > )

pend UMDERNS LANDING [RIANGULALICY |
page number /

inserted at right
margin in header

Figure D-13

To Close the Header

The header is complete. Thus, the next task is to switch back to the document text. The following step closes
the header.

e Click the Close Header and Footer
button (Header & Footer Tools
Design tab | Close group) (shown in ar2 AN A EEE 22 )W) [umvod] aBbcd AeBBC AaBbCe
Figure D-13) to close the header i . R .
and switch back to the document
text (Figure D-14).

Header & Footer Tools
Design tab disappears
from screen when
you switch back to
document text

b
"
i
(]
I

header is dimmed
when you switch back N

to document text \

document text is
bright when you
switch back to
document text

Figure D-14

To Type the Title Page Text

In addition to the header, which appears on every page in the paper, the title
page for this research paper should contain the complete paper title, author name, and
institutional affiliation, all centered on separate lines in the upper-half of the page. The
following steps type the title page text.

o With the insertion point at the top of the document, press the ENTER key six times.
9 Click the Center button (Home tab | Paragraph group) to center the insertion point.

9 Type Understanding Triangulation: Determining Locations
and then press the ENTER key.

o Type Annalisa Marino and then pressthe ENTER key.

e Type Andrews College and then pressthe EnTER key (Figure D-15).
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Trsent Page | wpoal Defernrins

Timas New Bom * 12 * A" 4" As

!Ifu-hx.x' - .

six blank lines
entered between
top of page

and rest of title LY
page text

text is centered
on top half of
page per APA
guidelines

> E-E-"w AsBECel| AsBBCT AaBbC: AaBbCe
r. % B M- L THormal | ThNoSpsa. Hesdngl  Heading

I Center button ” Paragraph group ’

complete paper

Understanding Tnangulation' Determmning Locations§e—
nding ngular et £ 1 title entered

author name

Arnalira Marnnof«—
entered

Askews ol

\ institutional
i’ affiliation entered

Figure D-15

To Page Break Manually

The title page is complete, and the abstract for the research paper will begin on a new page. To move the
insertion point to the next page, you insert a manual page break. A manual page break, or hard page break, is one
that you force into the document at a specific location.

Word never moves or adjusts manual page breaks; however, Word adjusts any automatic page breaks that
follow a manual page break. Word inserts manual page breaks immediately above or to the left of the location of the
insertion point. The following step inserts a manual page break after the title page.

e Verify the insertion
point is positioned
below the college
name on the title page
(shown in Figure D-15),
which is the location
for the page break.

e Click Insert on the
Ribbon to display the
Insert tab.

e Click the Page Break
button (Insert tab |
Pages group) to insert
a manual page break
immediately to the left
of the insertion point
and position the

Pages group

Insert tab

Page nvout Refroences Slualingt B Wi

ver Foge +  fu—m BE D wa B e = Haader - 23] 13 Quict Parts + [ Sipnature |
Face Liid - B W ‘4 “ [y + py Terye—e 3 rooter - : o Bow
Pt Doean, wie Pt ;- nape: SmanAd Chan aeanst . e
nae w1

S Crosmreterance | (=) Pege Musbar | gou e " et -

Page Break

button
\-J bottom of page 1 e

correct page number
page break R RRRRRRRRRBRRREiiEnEzzmmS automatically N

appears in header

insertion point

/ on page 2 \’k paragraph is centered
\ because last line on

previous page was
Paguietd | Wendud | B centered

Figure D-16

insertion point immediately below
the manual page break (Figure D-16).
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To Type the Abstract

The abstract is a one-page summary of the most important points in the research
paper. The title should be centered, and the paragraph below the title should be left-

aligned. The following steps type the title centered, left-align a paragraph, and then type
the abstract in the research paper.

o Type Abstract andthen pressthe ENTER key to enter the title for the page containing
the abstract.

9 Press cTRL+L to left-align the current paragraph, that is, the paragraph containing the
insertion point. (Recall from Chapter 1 that a notation such as cTRL+L means to press the
letter L on the keyboard while holding down the cTrL key.)

e Type the abstract text as shown in Figure D-17.

title centered

—» Abstract
and entered 4

Trangulahion s aprocess thal wies m@onometry to determene the locabon of an obect by
meanunng the mngles from: two or more: fixed pomty - The formula: used 1o determme the location

of ‘an obpect vanes dependeg upon the number of fiwed posnt

e uged m the meanrement

Swrveyors often use -tnangulation 1o measure dutance - Smmlarly, a Nitendo- W' game - console

uses mangalatson to determme the locaton of a Wi Remoge
abstract left-aligned
and entered

anguiation occurs m aglobal

somng system (GPS), whch consmsts of one or more eanth-

based recepvers that accept and analyze mgnals sent by satelites 1o determane 4 recemver's

geographec locabon - GPS recevers, found m handheld nungation: dewces and many vehacles

use tuangulabon to determme thew locabon relatrve o of least thees geostabonary satelives

om- of tnangulation: is used to-determme - the exact location: of certam' cell phones Jj

Figure D-17

To Count Words

When you write papers, you often are required to compose the papers with a minimum number of words.
In addition, the APA documentation style specifies that the abstract in a research paper should contain no more
than 250 words, sometimes no more than 150 words. The next steps verify the number of words in the abstract.
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e Position the mouse pointer in the
paragraph containing the abstract
and then triple-click to select the
paragraph.

e Verify the number of words in the
selected text by looking at the Word
Count indicator on the status bar

paragraph

(Figure D-18). selected tangulation otcurt = a gobal pontionung q‘& (GPS), whach connats of sae srmore earth-
bated recenvers that accept and analyze nignale sent by sateltes to deterrame arecesver's

12)

e Click anywhere in the abstract to

selected text

[ Tnasgulation s Aprocess Bt uses ingonometry to defermmne e location of as object by

meanuring the angles from two or more fixed points The formula ured to- determine the location:

of m object vanes depending wpon the pamber of feed pomts wsed = the meanwement.
Surveyors offen use tnungulation 0 swasure &stance.  Smilaly, a Nmlendo Wi game console
ures tnangalation to determame the location of 8 Wa Remcts < A more complex applcation of

geograplec location - GPS recewers,” foend m handheld nowgation demces and many velncles,

remove the selection from the text. contains use thasgulation 1o determase thewr location relatwe- 1o at least theee- geostationary tatelites.

142 words

L

Wonds 1485 | D

Another form' of rangulation: is used to detemune the exact locaon of certam' cell phones

AN

document contains
a total of 151 words

Figure D-18

To Page Break Manually

The abstract is complete, and the text for the research paper should begin on a new
page. The following steps insert a manual page break after the abstract.

o Press CTRL+END to position the insertion point at the end of the document, which is the end
of the abstract in this case.

9 Click the Page Break button (Insert tab | Pages group) to insert a manual page break
immediately to the left of the insertion point and position the insertion point immediately
below the manual page break.

To Enter the Paper Title

The following steps enter the title of the research paper centered between the page

margins.

o Center the insertion

point. Iide et Page | most Refetenie Moyt
3 oot Fage + e Blg N - Bos
9 Type el e B R M e B
. Tatee Pl P Shapes SEMUATT Chat Sonetmshot T
Understanding wHeagep - . e y B Cronsraterence | [ Page 5 ol o
Triangulation: . \ _ L ' :
Determining = / 4 .
s Pages group Page Break
Locations and baton -
then press the ENTER
correct page number
key to enter the automatically
title of the paper T goReaninlicader
(Figure D-19).

L
paper title entered, = = . - paragraph mark and
centered between ——> nderstanding” Tnasgulatioa: - Detemming LocationsY | i crtion point are
left and right margins Centeredibecatise

%‘ formatting specified
in previous paragraph
. carried forward when
Fageid ol ) | wondw 155 | B you pressed ENTER key
Figure D-19
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To Format Text

The paragraphs below the paper title should be left-aligned, instead of centered.
Thus, the following step left-aligns the paragraph below the paper title.

o Press cTRL+L to left-align the current paragraph, that is, the paragraph containing the
insertion point.

To First-Line Indent Paragraphs

The first line of each paragraph in the research paper is to be indented one-half inch from the left margin. You
can use the horizontal ruler, usually simply called the ruler, to indent just the first line of a paragraph, which is called
a first-line indent.

The left margin on the ruler contains two triangles above a square. The First Line Indent marker is the top
triangle at the 0" mark on the ruler (Figure D-20). The small square at the 0" mark is the Left Indent marker. The
Left Indent marker allows you to change the entire left margin, whereas the First Line Indent marker indents only
the first line of the paragraph. The following steps first-line indent paragraphs in the research paper.

First Line Indent

o If the rulers are not = | marker 3 W ot
displayed, click the VA
i Left Indent ) :
View Ruler. button Left Inden =l T
on the vertical scroll i View Ruler
bar to display the BT

horizontal and vertical
rulers on the screen.

e With the insertion
point on the
paragraph mark
below the research paragraph .
paper title, point to left-aligned
the First Line Indent
marker on the ruler
(Figure D-20). Figure D-20

12)

e Drag the First Line
Indent marker to the
.5" mark on the ruler
to display a vertical
dotted line in the

First Line Indent
marker at .5"
mark on ruler

b

e

- i L‘\

document window, as you drag marker on
. . . ruler, vertical dotted
which indicates the line indicates proposed

proposed location location of indent

of the first line
of the paragraph
(Figure D-21).

Figure D-21
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o Release the mouse button to place
the First Line Indent marker at
the .5" mark on the ruler, or one-
half inch from the left margin
(Figure D-22).

.0
£ Page Deead

1

APA Research Paper — Chapter 2 Supplement Appendix D APP 27

e

First Line Indent
marker .5" from
left margin

if<— insertion point indented

Paguidef) | weoadw i | o

Dadermtanding Trungulation - Determ

paragraph mark containing

one-half inch from left margin

Figure D-22

To Type the First and Second Paragraphs

The following steps type the first and second paragraphs of the research paper.

o Type the first paragraph of the research paper as shown in Figure D-23 and then press the
ENTER key.

9 Type the second paragraph of the research paper as shown in Figure D-23.

= -
Jnderstanding Tnangulation - De

first line of
paragraphs
indented
one-half
inch

rmeneng Locabonsy]

Howr s a Nintendo Wy game console able-1o-determme  the locabon of a Wi Remote )
A;‘b‘m mieracts: with agame? The answer 1 tnangulation. aprocess that determmes: the - first paragraph
entered
location' of an object by measunng the angles from two' or more fixed pomts
J
Surweyors - often use tnangulation to measure dstance - Startng’ at o knowm location' and )
clevation, swveyors meanxe alength to create abase kne and then use a theodolte 1o measure
an angle to mn uwknown pomdt from- each nde-of the base bne - The length' of the base Ine and the second
paragraph
wo known angles alow a computer’ or person’ to-determne - the location' of a thrd posnt - Cordoba entered
and Sarkas explan that electromc theodoles caloulate angles somancally and then send the
calculated angles 1o -acomputer for x‘...u)‘r:;:i

Figure D-23
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To Save a Document

You have performed several tasks while creating this research paper and do not
want to risk losing work completed thus far. Accordingly, you should save the document.
The following steps save the document on a USB flash drive using the file name,
Triangulation Paper.

o With a USB flash drive connected to one of the computer’s USB ports, click the Save button
on the Quick Access Toolbar to display the Save As dialog box.

e Type Triangulation Paper inthe File name text box to change the file name.
Do not press the ENTER key after typing the file name because you do not want to close the
dialog box at this time.

e Navigate to the desired save location (in this case, the Word folder in the CIS 101 folder [or
your class folder] on the USB flash drive). For a detailed example of this procedure, refer
to Steps 3a - 3c in the To Save a File in a Folder section in the Office 2010 and Windows 7
chapter at the beginning of this book.

o Click the Save button (Save As dialog box) to save the document in the selected folder on
the selected drive with the entered file name.

To Change the Bibliography Style

The APA guidelines suggest the use of in-text citations instead of footnoting each source of material in a
paper. These parenthetical acknowledgments guide the reader to the end of the paper for complete information
about the source.

The first step in inserting a citation is to be sure the citations and sources will be formatted using the
correct documentation style, called the bibliography style in Word. The following steps change the specified
documentation style.

o Style box arrow

e Click References on the Ribbon EeR | Retenncs TR ey
to display the References tab. g @ " ) B ManageSowcss ./ [ T nsertTookeoffigwres [ B 3
o ol PR APA Fifth Edition

to be selected

¢ Ml

e Click the Bibliography Style
box arrow (References tab |
Citations & Bibliography group)
to display a gallery of predefined
documentation styles (Figure D-24).

12)

e Click APA Fifth Edition in the
Bibliography Style gallery to change
the documentation style to APA.

Citations & >
Bibliography
group

A

Bibliography Style
gallery lists predefined
documentation styles

Figure D-24
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To Insert a Citation and Create Its Source

Appendix D

With the documentation style selected, the next task is to insert a citation placeholder and enter the source
information. You can accomplish these steps at once by instructing Word to add a new source. The following steps
add a new source for a magazine (periodical) article.

o References Insert Citation
. tab button

e Position the insertion point to the
right of the word, line, at the end of
the second sentence in the second - ' e Enore : i <t iﬁfé’lﬁ#?iﬁiﬁ’n
paragraph, before the period, and Netrectnott * | R

o

then press the SPACEBAR because you
want a space between the end of 3 1 _ ] N ?:rﬁrwjr‘f&%“"e
the sentence and the citation. Citations &

Bibliography
group

e Click the Insert Citation button
(References tab | Citations &
Bibliography group) to display the

whale a player FWer 8 mamgulation,

Insert Citation menu (Figure D-25). ) —
location of s object by measmng the mgles | insertion point pomiz |
at end of second
Surveyors often use tnangulation 1o me sentence in 2 ot a kaown locabon asd
g second paragraph |
elevation, surveyors mearure & lengih 1o create a base kne\gnd then use atheodole 1o measure
an angle: to an umknown: pomt from: each mde of the base bng, | The length of the base Ine and the
rwo ksows angles allow acompuler of pLIron 10 e Lesatian of nthad pomt  Cordoba
d T

mnd Sarkes explam that elecomst Meodoltzs Caliulis Bk ally and then send the

acompmer for analysis

calculaed angies to

Figure D-25

12)

i Create Source source displayed in Type of Source box
* Click Add New Source on the Insert dialog box controls which fields are displayed in dialog
Citation menu to display the Create T box — your source may differ

Source dialog box (Figure D-26). e

j
Create Sowce L “
Tree of Sounes = - Type of Source

box arrow
Bkl ey Firkds boe APA BN E Ao
i

At L 1]
[T e

i ol wivmits Fape
B off Web Sie

list of Bibliography Fields
changes, depending on source
selected in Type of Source box

S A4 Biblligy aphy Pinikdls
13 tuiet:
Placaboidier |

Figure D-26
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13)

o If necessary, click the Type of Source

source changed
to Article in a
Periodical

Type of Source
box arrow

box arrow (Crea'Fe Sour.ce c%|alog e T v -
box) and then click Article in a /
Periodical, so that the list shows U S Ak na Pl s )
. . . s lliag oy Fusiide Jon AR Emd, Eanes,
fields required for a magazine ¥ = -
(periodical). T = "
Lane St Al
Y Type Jains , M. in the Author it eh ™ Tithe  Hiow survenyory msadus datanos and calouiate angles
ist changed to . . e e - source
text box. reflect fields Poriodical TiRle  Today's Mosents Surveryor information thi
required for Yo 2002 entered in
Y Type How surveyors a periodical text boxes .
Phomith Mgk
measure distance and ~
LAy
calculate angles inthe il b,
Title text box. - =
e A BBl 380y Fonlihe |
T i ¥ amipie: T0-42 . -
e Type Today’'s Modern e SRR o Caresi "
. . . . st B . J i
Surveyor inthe Periodical Title | —
text box. at
OK button
e Type 2012 inthe Year text box. Figure D-27

e Type March inthe Month text box.

e Type 30-48

4]

e Click the OK button to close the
dialog box, create the source, and
insert the citation in the document
at the location of the insertion point
(Figure D-28).

in the Pages text box (Figure D-27).

citation
°| inserted
in text

Figure D-28

To Insert Another Citation and Create Its Source

The following steps add a new source for a book.

Position the insertion point at the location for the citation (in this case, after the name,
Sarkis, in the last sentence of the second paragraph) and then press the sPACEBAR (shown in
Figure D-29).

Click the Insert Citation button (References tab | Citations & Bibliography group) to display
the Insert Citation menu.

Click Add New Source on the Insert Citation menu to display the Create Source dialog box.

If necessary, click the Type of Source box arrow (Create Source dialog box) and then click
Book, so that the list shows fields required for a Book.

Type Cordoba, N.; Sarkis, K. inthe Author text box.

Type The surveyor’s theodolite formula in the Title text box.

000 00 O ©

Type 2012 in the Year text box.
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e Type Orlando in the City text box.
0 Type Orange County Press inthe Publisher text box (Figure D-29).

@ Click the OK button to close the dialog box, create the source, and insert the citation in the
document at the location of the insertion point.

References tab

Fige Lot 3 LUFE

B Dasdlet- 1 Lginser i A o Manage Source G =) Intext Table of Figure _k" 2) Brsent
=S W upaste Tobie ag text Footnote = = &, styte: Apa Fip - 4 i
hile of ingen Insant I LT
el Pootnote Ration * "]!._{_. gt wphey - sption O Crossexfenence Entry

g . Bt B3Py oo

Insert Citation

| SN ] .-‘. button : ' ) . ‘ ; : . s
Create Source C!ta_tions &
dialog box Bibliography
group
changed to Book
Create Source L
1 Type of Source
T | yp
I N, | Sock bd box arrow

iboigragitey Mol for AP Pl Eiliion

Authwr | Cordioba, ML) Sarbis, T £t
Conporate Aukhor L
_ I We Remote
bibliography Thia [The surveyor's theodoite fomuls source information
fields for a book Yeu 2052 entered in text boxes ,|,| determanes th
City  Ovlando
| I |
Publisher  Oramge County Press| OK button '1
Sihugoy AN Bilblliongyr apibey Finlics i location: an
[ avg naesn Exorngpio: Advoriue Whorks Press [:
Coni22 2 Canc Ipkts to measure

length of the

insertion point

base kne- and the two known: angles: afle| at location for ¢ person to determme  the location <f a
next citation

thard pomt. - Cordoba and Saglas ic:@hn that electrome - theodoltes calculate angles mtomatcall

and then send the calcy computer for anallyns §

space inserted

Figure D-29

To Edit a Citation

In the APA documentation style, if you reference the author’s name in the text, you should not list it again in
the citation. Instead, just list the publication year in the citation. To do this, instruct Word to suppress the author and
title. The following steps edit the citation, suppressing the author and title but displaying the page numbers.

e Click somewhere in the citation to
be edited, in this case somewhere

citation tab is used to
move citation to different
location in document

ow a computes of] Citation Options
box arrow

in (Cordoba & Sarkis’ 2012)’ which durdp c_ R vd Sarkil that electromic theodolites
i A i itation —
selects the citation and displays the caleads) PLACENOIEr o e ot e donconeaitar. o salvgie |
- - Edit Citation

Citation Options box arrow.
command

e Click the Citation Options box arrow
to display the Citation Options
menu (Figure D-30).

Citation Options menu

Figure D-30
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12)

e Click Edit Citation on the Citation
Options menu to display the Edit

Citation dialog box.

Edit Citation
dialog box

aplayer mieracts with

location' of an object by me

e In the Suppress area (Edit Citation check boxes
. . selected so that
dialog box), click the Author check | author name

box to place a check mark in it.

e In the Suppress area, click the Title
check box to place a check mark in it _

(Figure D-31).

13)

e Click the OK button to close the
dialog box, remove the author name
from the citation, and suppress the

title from showing.

® Press CTRL+END to move the insertion
point to the end of the document,
which also removes the selection
from the citation (Figure D-32).

and title do not
appear in citation

I

third point CormrrarTmark. [KNUCIRIROMERRRI o that clecronic theodolites
-

caleulate angles atomancally and then send the caltwated angles to a compager for analyns

Figure D-31

L
L e

ate-boe  and - then uze athes
author name removed from
citation because author
name is referenced in text

base lme' and the two known ¢ allow a‘compuier of person to-determens the Jocation of a

anangleto an the base line Catng, 2012) The length of the

turd poant Cordobaand Sarks (2012) explam that electronx theodolites cakulate angles

sutomabcally md then send the - calculated. mgles 1o computer for :whnnq\

insertion point at
end of document

Figure D-32

To Type the Third and Fourth Paragraphs

The following steps continue typing text in the research paper.

o With the insertion point positioned as shown in Figure D-32, press the ENTER key and then

type the third paragraph of the research paper as shown in Figure D—33.

9 Press the ENTER key and then type the fourth paragraph of the research paper as shown in

Figure D-33.

third paragraph
entered

fourth paragraph
entered

Seelarly, the Nmtendo Wi game comsole: uses triangulation’ to determme the location' of

a'Wa Remote - A player places a sensor bar, whech contams two mirared transmutters, near or on
top-of atelemsnion - Whde the player uses the Wi Remote, the: Wa' game console determmes- the
remote’s locaton by calculating the dstance and angles between the Wa Remote and the two
transmatters on the sensor bar Determuirung the location of a Wi Remote 13 relatively: smple

| because the sensor bar contams only two fised pomts  the ransmstters Y

[ A more complex- apphcation’ of tnasgulation: occwrs m a global postiomung system (GPS),
A GPS consusts of one or more eath-based recervers that accept and analyze: ngnals sent by
sateltes to determmne  a recemer's geograplec locamon - GPE recewvers, found = handheld

navgation demces: and many velscles, use mangulation: to-determune - therr location relatve 1o a2

least three geostationary - safieltes - Accordng to Sanders, the geostationary satelites age the fooed

| pomts = the angulation formala ||

Figure D-33
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To Insert Another Citation and Create Its Source

Appendix D

The following steps add a new source for a Web site.

Position the insertion point at the location for the citation (in this case, after the name,
Sanders, in the last sentence of the fourth paragraph) and then press the sPACEBAR to insert
a space before the comma.

Click the Insert Citation button (References tab | Citations & Bibliography group) to display
the Insert Citation menu.

Click Add New Source on the Insert Citation menu to display the Create Source dialog box.

If necessary, click the Type of Source box arrow (Create Source dialog box) and then click
Web site, so that the list shows fields required for a Web site.

Type Sanders, G. inthe Author text box.

Type Understanding satellites and global positioning
systems inthe Name of Web Page text box.

Type 2012 in the Year text box.

Type February inthe Month text box.

Type 27 inthe Day text box.

Type http://www.scsite.com inthe URL text box (Figure D-34).

88000 00 00 © ©

Click the OK button to close the dialog box, create the source, and insert the citation in
the document at the location of the insertion point.

=
st0n Paper = Moz rosof
Pige (mout Lefree flew
3 3d Test = 1 Inzert Ind jl,n-‘_-,’ e h ) Bnoant T
3 upasts Tabke o teest Foomnote = ‘/ R soyte: apn Fm -
Tabie bnsen Bruiert Inier
' § oofnots gation » [ DOBOgraphy * —-. L srferesice ity
| Create Source _ F 00NVt  $Ejnr Dinhograsty "
dialog box %9 \ Citations &
| changed to Type of Source Bibliography
J Web site box arrow group
- - T calculste angles
Creste Scusce - l ¥ £
Type of Sounte  Web site - iz
‘ Bithogr apivy Finlde for ADA Fifth Efition
_ — Ermnane  the A
Ao Sarvdiers, G | £at
Corporaitn Author ransreiiers, near ¢

Miaon of Wals Page  Undsritanding cateliles and ghobal postioning oyitesd
P et o]
FL RS IR

Pioms off Veeb Une

- N
Yo 2012 e and the -t
source information

entered for Web site

Lo T

bibliography Vain Actaidad
fields for Web I
+| site source

o Ml Bibllog aphe Frelds

Lo hamee A cargile Bemg [ pclatiuen ¢ - — .
Lani 23 OK button o | Carscll

Show All Bibliography oCabion- relatrve o
Fields check box not
selected

{ the geostationary sateltes: are the

least three geostahonary satelges

insertion point
at location for

fixed pomts m the tnangulation: formuda §
—\/_ space inserted next citation
Figure D-34
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To Edit a Citation

As previously mentioned, if you reference the author’s name in the text, you should
not list it again in the citation. Instead, just list the page number in the citation. The
following steps edit the citation, suppressing the author but displaying the year.

o If necessary, click somewhere in the citation to be edited, in this case somewhere in
(Sanders, 2012), to select the citation and display the Citation Options box arrow.

9 Click the Citation Options box arrow to display the Citation Options menu.

9 Click Edit Citation on the Citation
lating the dstance and angles between the Wi Remy Options menu to display the Edit
Citation dialog box.

o In the Suppress area (Edit Citation dialog

Edit Citation etermaming the locabon of a Wi Remote 15 el

dialog box \

nlang Edit Cration matters Y .
( box), click the Author check box to place
e dobal posttiond a check mark in it.
check boxes selectgd so that g
Z;},’LZZ?:E’?&?S,‘#"“Q donot B % and analyze s e In the Suppress area, click the Title
7 fanter check box to place a check mark in it
oo N Citation Options .
{ box arrow (Flgure D—35)
OK button \.._2._; : -
. iy~ T l = 0 Click the OK button to close the dialog box
dellites According to Sandes | [NEN] - and remove the author name from the
citation.

AN

citation selected
Figure D-35 | andinserted

To Type the Fifth Paragraph

The following steps type the last paragraph in the research paper.

o Press CTRL+END to move the insertion point to the end of the last paragraph and then press
the ENTER key.

9 Type the fifth
paragraph of the

research paper
as shown in
Figure D-36.

least three geostationary sabellites According to Sanders (2012), the geostationary satelhtes are

the fixed pomts m the tnangulabion Fomola Y T

citation displays only year because
author name is referenced in text

page break

correct page number
o e automatically
appears in header

AN

r
-
The next e you pass a suweyor, play a Nmtendo Wi or follow aroute suggested by a
fifth
ehacle "5 nawgation em, kieep o mend that none of & maght- hawe been posnble wathous the ~<+— paragraph
entered

concept of tungulation

insertion point -
e — Figure D-36
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To Save an Existing Document with the Same File Name

You have made several modifications to the research paper since you last saved it.
Thus, you should save it again. The following step saves the document again.

Appendix D

o Click the Save button on the Quick Access Toolbar to overwrite the previously saved file.

To Page Break Manually

The research paper text is complete. The next step is to create the references on a
separate numbered page. The following steps insert a manual page break.

o Click Insert on the Ribbon to display the Insert tab.

9 Click the Page Break button (Insert tab | Pages group) to insert a manual page break
immediately to the left of the insertion point and position the insertion point immediately
below the manual page break (shown in Figure D-37).

To Apply the Normal Style

The references title is to be centered between the margins of the paper. If you simply issue the Center
command, the title will not be centered properly. Instead, it will be one-half inch to the right of the center point
because earlier you set the first-line indent for paragraphs to one-half inch from the left margin.

So that you can properly center the title of the reference page, you will apply the Normal style to the location
of the insertion point. Recall that you modified the Normal style for this document to 12-point Times New Roman
with double-spaced, left-aligned paragraphs that have no space after the paragraphs.

"To apply a style to a paragraph, first position the insertion point in the paragraph and then apply the style.
The following step applies the modified Normal style to the location of the insertion point.

(1]

e Click Home on the
Ribbon to display the

Home tab.
e With the insertion First Line Indent T & o '
. marker returned g -
point on the to left margin

paragraph mark

at the top of

page 5, as shown in
Figure D-37, even if
Normal is selected,
click Normal in the
Quick Style gallery
(Home tab | Styles
group) to apply the
selected style to the correct page number
paragraph containing automatically appears
the insertion point

(Figure D-37). /I l

page break

Normal style applied to
paragraph, removing
first-line indent

_| insertion point

Figure D-37
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To Enter the References Page Title

The next step is to enter the title, References, centered between the margins of the
paper. The following steps use shortcut keys to format the title.

o Press CTRL+E to center the paragraph mark.
9 Type References asthe title.
9 Press the ENTER key.

o Press cTRL+L to left-align the paragraph mark (shown in Figure D-38).

To Create the Bibliographical List

While typing the research paper, you created several citations and their sources. Word can format the list of
sources and alphabetize them in a bibliographical list, which spares you the task of looking up style guidelines. That
is, Word will create a bibliographical list with each element of the source placed in its correct position with proper
punctuation, according to the specified style. For example, in this research paper, the book source will list, in this
order, the author name(s), publication year, book title, publisher city, and publishing company name with the book
title italicized and the correct punctuation between each element according to the specified APA documentation
style. The following steps create an APA-styled bibliographical list from the sources previously entered.

o References tab

e Click References on
the Ribbon to display
the References tab.

Bibliography

e With the insertion aklag! g o R o il button"]

point positioned as
shown in Figure D-38,
click the Bibliography

button (References Freee
tab | Citations & e
Bibliography group)
t(_) d_ISplay the Bibliography Works Ciled
Bibliography gallery gallery
(Figure D-38).

Insert
Bibliography
command

title centered

and typed . .
insertion point \
Referencesy
< aroped
== =
Figure D-38
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e Click Insert
Bibliography in the
Bibliography gallery
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to insert a list of
sources at the location
of the insertion point.

e If necessary, scroll names automatically

to display the entire

list of sources in the
document window
(Figure D-39).

second line in
paragraphs
indented
one-half inch

separated with
correct punctuation \

Appendix D

sarkis, ¥ 2 wiasd v imee o h
g ek . alphabetical
Mas W PEYEYO carare &tance and caloulate angles Todkp's Modern "S’,? T
automatically
p 30429 generated by
Word
# A Inderstanding catelbtes and g ol positiomng fycteme
hitp Mrwrw scste ) |
J

phrase, Retrieved
from, automatically
inserted

Figure D-39

To Convert a Field to Regular Text

Word may use an earlier version of the APA documentation style to format the bibliography. The latest
guidelines for the APA documentation style, for example, state that the page number in magazine articles should
not be preceded with the pp. notation. If you edit the bibliography, Word automatically will change it back to
the Bibliography style’s predetermined text and formats when the bibliography field is updated. To preserve
modifications you make to the format of the bibliography, you can convert the bibliography field to regular text.
Keep in mind, though, once you convert the field to regular text, it no longer is a field that can be updated. The
following step converts a field to regular text.

e Click somewhere in
the field to select it, in
this case, somewhere
in the bibliography
(Figure D-40).

12)

® Press CTRL+SHIFT+F9 to bibliography
field shaded
convert the selected gray because

field to regular text. field is
selected

e Click anywhere in the
document to remove
the selection from
the text.

Feforencs sy

[ Cordoba, N, & Sarkis, K (2012). The surveyor's theodolite formula. Oriando - Orange County
PressY

Tasis, M (2012, Masch). How surveyors measwre distance  and caloulnte - angles - Tody's Modern
Surveyor, pp 048]

'
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Figure D-40
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To Format the References as Specified
by the Latest APA Documentation Style

The following steps remove the pp. notation in front of the page number, as
specified by the latest APA guidelines.

o Drag through the pp. notation in the magazine entry to select it.

e Press the DELETE key to delete the selected text (Figure D-41).

pp. notation
removed

Surveyor, P0-48

Figure D-41

To Change Document Properties

Before saving the research paper again, you will add your name, course information,
and some keywords as document properties. The following steps use the Document
Information Panel to change document properties.

Click File on the Ribbon to open the Backstage view and, if necessary, select the Info tab.

Click the Properties button in the right pane of the Info gallery to display the Properties
menu and then click Show Document Panel on the Properties menu to close the Backstage
view and display the Document Information Panel in the Word document window.

Click the Author text box, if necessary, and then type your name as the Author property.
If a name already is displayed in the Author text box, delete it before typing your name.

Click the Subject text box, if necessary delete any existing text, and then type your course
and section as the Subject property.

Click the Keywords text box, if necessary delete any existing text, and then type
surveyor, Wii, GPS asthe Keywords property.

Click the Close the Document Information Panel button so that the Document Information
Panel no longer is displayed.

©@Q ® 006 00

To Save an Existing Document, Print the Document,
and Quit Word

The document now is complete. You should save the research paper again before
quitting Word. The next steps save the document again and then quit Word.
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o Click the Save button on the Quick Access Toolbar to overwrite the previously saved file.

9 Click File on the Ribbon to open the Backstage view and then click the Print tab in the
Backstage view to display the Print gallery.

9 Verify the printer name that appears on the Printer Status button will print a hard copy
of the document. If necessary, click the Printer Status button to display a list of available
printer options and then click the desired printer to change the currently selected printer.

o Click the Print button in the Print gallery to print the research paper on the currently
selected printer (shown in Figure D—1 on page APP 14).

If you have one Word document open, click the Close button on the right side of the title
bar to close the document and quit Word; or if you have multiple Word documents open,
click File on the Ribbon to open the Backstage view and then click Exit in the Backstage
view to close all open documents and quit Word.

e If a Microsoft Word dialog box appears, click the Save button to save any changes made to
the document since the last save.

Appendix Summary

In this appendix, you have learned how to create the same research paper as the one
shown in Chapter 2, except you used the APA documentation style instead of the MLLA
documentation style. This appendix presented only the steps required to create this
research paper.

Learn It Online

Test your knowledge of chapter content and key terms.

Instructions: "To complete the Learn It Online exercises, start your browser, click the Address bar, and
then enter the Web address scsite.com/wd2010/learn. When the Word 2010 Learn It Online
page is displayed, click the link for the exercise you want to complete and then read the instructions.

Chapter Reinforcement TF, MC, and SA Who Wants To Be a Computer Genius?

A series of true/false, multiple choice, and short An interactive game that challenges your knowledge
answer questions that test your knowledge of the  of chapter content in the style of a television
chapter content. quiz show.

Flash Cards Wheel of Terms

An interactive learning environment where An interactive game that challenges your knowledge
you identify chapter key terms associated with of chapter key terms in the style of the television
displayed definitions. show Wheel of Fortune.

Practice Test Crossword Puzzle Challenge

A series of multiple choice questions that test your A crossword puzzle that challenges your knowledge
knowledge of chapter content and key terms. of key terms presented in the chapter.
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