Office Word 2003

Tutorial 7 Internet Assignment

Outline and Web Page

You are employed at a small but growing financial services firm. To provide customers with the best financial advice, the customer service representatives at your firm need access to the latest, most reliable financial news. Your boss has asked you to conduct online research and compile a list of online resources where representatives can get this type of information.

To complete this task, you will need to conduct research using the Internet and create an outline that details your top 10 selections. This outline needs to include the name of the source of the information, a brief description of that source, and a link to that Web site. When you are finished building the outline, you will create a Web page that includes links for the representatives to follow.

1. Start Word, and begin with a blank document.

2. Save the document as Fin_News_Outline[your initials].doc.

3. Switch to the Outline view.

4. Save your work on the document thus far, and start your Internet browser.

5. Search the Web for sources of financial news.

Be sure to record the names and sites of the sources as you search.

6. Switch back to your document, and continue working on the outline. Copy and paste the information you want to provide for the customer service representatives.

7. Format the outline so all the names of the sources are Level 1, the descriptions are Level 2, and the hyperlinks are Level 3.

8. Save any changes to this document.

9. Create a new document using one of the Web page templates Word provides.

10. Using the outline you just created, copy and paste that information into the template. Make any formatting or style changes necessary. Save this document as Web_Page[your initials].htm using the Save As Web Page command found on the File menu.

