Word 2013: In Practice (Chapters 1-4)
Integrated Word Project 2
For this project, you use Word 2013 to create multi-page table for Central Sierra Insurance that includes a cover page, table of contents, endnotes, and table formatting. You use many of the formatting, report, and table features using in Chapters 1-4.
[Student Learning Outcomes: 1.1, 1.2, 1.3, 1.5, 1.6, 1.8, 2.1, 2.2., 2.3, 2.4, 2.5, 2.6, 2.7, 3.1, 3.3, 3.4, 3.6, 4.1, 4.2, 4.3, 4.4, 4.5]
Files Needed: AccountComparison.docx, CSI-logo.png, Border1.jpg, and Border 2.jpg
Completed Project File Names: [your initials] Word Project 2.docx
Skills Covered in this Project
Change page orientation and margins.
Apply a theme.
Change font size and paragraph spacing.
AutoFit the table and distribute columns.
Insert and merge a row.
Apply a table style and modify table style options and text alignment.
Apply and update a text heading style.
Insert and customize a table of contents page.
Apply columns to selected text.
Edit document properties.
Insert and customize a cover page.
Modify content control fields.
Insert a picture and customize placement and size.
Edit a footer and include a document property field and page number.
Remove and set a tab stop.
Insert a footnote.
Convert footnotes to endnotes.
Modify endnote number format.
Modify a bulleted list by changing bullet.
Modify indents in a bulleted list.
Use the Format Painter.
Update the page number in a table of contents.

Open the AccountComparison document from your student data files and save it as [your initials] Word Project 2.
Format the document.
Change the orientation to Landscape.
Change the left and right margins to 0.75”.
Apply the Basis theme.
Modify and format the table.
Select the entire table, change the font size to 10 pt., and change the Before and After paragraph spacing to 6 pt.
With the entire table selected, select AutoFit Window and Distribute Columns.
Insert a row above the first row and type the following (leave the first cell blank):
	
	HSAs
	HRAs
	FSAs


Apply the Grid Table 2 – Accent 1 table style and select the Header Row and Banded Rows table style options. All other table style options should be deselected.
Select the entire table and change the text alignment to Align Center Left.
Select the first row and change the text alignment to Align Center.
Place your insertion point in the first cell on the third page (“Federal tax treatment of employee contributions”) and insert a blank row above this row.
Merge the blank row and type Tax Treatment. If there is a paragraph mark after this text, delete it.
Select the text in the new row, apply bold formatting, change the font size to 12 pt., and change the text alignment to Align Center.
Apply formatting to selected text and update a heading style.
On the first page, select “Who owns the account?” in the second row of the first column.
Apply bold and small caps formatting to this text.
With this text selected, right-click the Heading 1 style in the Styles pane and select Update Heading 1 to Match Selection. This also applies the Heading 1 style to this text.
Apply the Heading 1 style to the text in the first column in the remaining rows of the table except for the merged row on the third page.
Insert and customize a table of contents page.
Place your insertion point at the beginning of the document and insert a page break.
Place your insertion point before the page break indicator on the new first page and insert the Automatic Table 1 table of contents. Turn on Show/Hide if necessary.
If there is a blank line above the table of contents, delete it.
Select the text in the table of contents; don’t select the title or blank line below the table of contents.
Apply two column format to the selected text in the table of contents.
Select the “Contents” title, center it, and apply 12 pt. After paragraph spacing.
Insert the following document properties:
Title: Comparison of Health Savings Accounts
Company: Central Sierra Insurance
Save the document.
Insert and customize a cover page.
Insert the Ion (Dark) cover page. The cover page is placed before the existing first page.
Select and delete the Subtitle and Author content control fields. Make sure you delete the entire field not just the placeholder text in the field.
Select the Company Address field and type www.centralsierra.com.
On both the Company and Company Address content control fields, apply bold formatting and change the font size to 12 pt.
Select the Year field at the top right of the cover page and type 2015.
Insert and position pictures.
Place your insertion point to the left of the Page Break indicator below the table of contents. The table of contents should not be selected and your insertion point should not be inside the table of contents field.
Insert the CSI-logo picture [Insert tab, Picture group].
Use the Position drop-down list [Picture Tools Format tab, Arrange group] and select Position in Bottom Right with Square Text Wrapping.
Change the Height to 0.6”. The width will automatically change.
Place your insertion point at the beginning of the third page (page after table of contents).
Insert the Border1 picture.
Change the width to 11”.
Change the text wrapping to Tight.
Click the Position button [Picture Tools Format tab, Arrange group] and select More Layout Options.
Change the horizontal placement to Alignment to Left relative to Page.
Change the vertical placement to Alignment to Top relative to Page.
Apply a style to text and modify the formatting.
On the third page, select the text between the graphic at the top of the page and the table (“Comparison of Health Savings Accounts to Health Reimbursement…”).
Apply the Title style.
With this text still selected, change the font size to 22 pt. and apply bold formatting.
Center this text and change the Before and After paragraph spacing to 12 pt.
Insert a footer.
Place your insertion point on the table of contents page (second page).
Edit the footer and clear all existing tab stops.
Set a right tab stop at 9.5”.
Insert the Company document property field at the left margin of the footer.
Deselect the document property field and press Tab.
Insert the Accent Bar 2 page number in the current position.
Insert the Border2 picture [Header & Footer Tools Design tab, Insert group].
Change the width to 11”.
Change the text wrapping to Top and Bottom.
Click the Position button [Picture Tools Format tab, Arrange group] and select More Layout Options.
Change the horizontal placement to Alignment to Left relative to Page.
Change the vertical placement to Alignment to Bottom relative to Page.
Close the footer.
Insert footnotes and modify footnotes.
On the page where the table begins, place your insertion point after “Who may fund the account?” in the first column in the fifth row.
Insert a footnote and type Self-employed individuals cannot contribute.
[bookmark: _Toc377120113]Place your insertion point after “What plans may be offered with the Tax-Advantage Account?” in the first column of the next row.
Insert a footnote and type For 2015 calendar year.
Convert all footnotes to endnotes and then close the Footnote and Endnote dialog box.
Place your insertion point in the endnote area at the end of the document and change the endnote number format to A, B, C.
Apply bullets to text in a table and modify bullet format.
In the row beginning “What plans may be offered with the Tax-Advantage Account?”, select the first two bulleted lines in the second column.
[bookmark: _GoBack]Change the bullet to a solid square (Wingdings font, character code 110, ).
Change the left indent of these bulleted lines to 0” and the hanging indent to 0.2”.
Use the Format Painter to apply this formatting to the other bulleted items in the table.
Update the table of contents to Update page numbers only.
Save and close the document (Figure 1).



Figure 1 Word Project 2 completed
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