Week 4

Unit D (excluding graphics and tables)
Last Revision: 9/28/2005 11:38 AM - SH
Instructions
· Gathering the document

· Go onto the internet and copy the text of a document from a website (Please copy as least 4 pages of information with multiple paragraphs)
(Please try not to copy images along with the text.)
· Save the document on your z drive using the following filename:
· CMPT111A Assignment 4 Jane Doe.doc

· (Replace ‘A’ with your section letter, and “Jane Doe” with your name)
· Editing the document
· Add a title to the document

· Add a reference to where you found the document at the bottom
· Change margins to Top: 0.5”, Left: 1”, Right: 1”, Bottom: 0.5”  

· Make the text into 2 columns; exclude the title and reference (use section breaks to separate from the body text)
· Using section breaks, make the second page into 1 columns
· Add a line between the columns on the last page
· Perform column balancing (using column breaks) on the last page
· Final formatting

· Add a centered header to the first page only that says
“CMPT111 Assignment 4”

· Add a right-aligned footer to all the pages with your name

· Add page numbering to your document
· The first page must begin at 0

· Show the numbers on all the pages

· Save the document
What to hand in
· CMPT111A Assignment 4 Jane Doe.doc
(Replace ‘A’ with your section letter, and “Jane Doe” with your name.)
