Office Word 2003

Tutorial 8 Internet Assignment

Managing a Long Document

You work in the art department of a very large corporation. There is a new project with aggressive deadlines that involves more than 2,000 images of the products your company manufactures. Your department is hiring 30 temporary workers to help with this project. As a first step in managing the influx of new employees, your boss has asked you to create for new employees a document that outlines how to work with digital images. To complete this task, you will need to conduct online research to create a reference document that is easy for the temporary workers to use and includes a table of contents and an index.

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

2. Save the document as Long_Document[your_initials].doc.

3. You will need to create a document with the Word Normal.dot template that uses Word’s existing styles to create the table of contents and index.

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

5. Search the Web for information that explains how to work with digital images. Topics could include what a digital photograph is, how to scan photographs, the differences between traditional and digital photography, and how to use flatbed scanning.

6. Switch back to your document to copy and paste the information you found on the Internet.

7. Format the text in any desirable manner using the skills learned in previous chapters.

8. Save any changes to the document.

9. Insert a table of contents on the first page of the document.

10. Mark the relevant text throughout the document as index entries (e.g., pixel, image size, camera type, bit mapping).

11. Build an index on the last page of the document.

12. Insert a title page at the beginning of the document (before the table of contents).

13. Insert a footer that includes a style reference to the title of the document as well as a page number sequence.

14. Preview and save your document.

