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Click and Type - MLA Format
/W

Annalisa- Marinof

Mr. Wintersy

English- 101

Aprl- 4,2012 as you move Click and Type pointer
around document below the entered
N name and course information, the icon
: = below the I-beam changes to represent
center icon formatting that will be applied if you
double-click at that location
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2 Switching to the Header

* Click Insert on the Ribbon to display the Insert tab

e Click the Header button (Insert tab | Header & Footer
group) to display the Header gallery

* Click Edit Header in the Header gallery to switch from the
document text to the header, which aIIows you to edit
the contents of the header
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' Inserting a Page Number

* Click the Insert Page Number button (Header &
Footer Tools Design tab | Header & Footer group)
to display the Insert Page Number

* Point to the position at which you want to insert
the page number, and then select the desired

style in the gallery

Creating a Research Paper with Citations and References



Inserting a Page Number

Insert Page
Number button

Header & Footer
Tools Design tab

Header & Footer Tools.
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Header 1

Plain Number insertion point
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Page X
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Accent Bar 2 -
clicking down scroll

arrow displays more
page number formats

W

Creating a Research Paper with Citations and References




* Click the Close Header and Footer button (Header
& Footer Tools Design tab | Close group) to close
the header and switch back to the document text

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

Page Layout References

< At T | B =, i= L=, | E=sE | A
R oA A W ECECE FE T ke ABbCI AaBbC Aa
By - 3 - Thormal | Tho Spaci.. Headingl  Head

Styles

document text is bright
when you switch back to
document text
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 With the insertion point in the paragraph to be
indented, drag the First Line Indent marker to the
desired location on the ruler to set the location

English: 1019

April 42012

Can You Find: e Now?y
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Inserting the Current Date

5N a Document i

Display the Insert tab

Click the Insert Date and Time button to display
the Date and Time dialog box

Select the desired format

If desired, click the Update automatically check

box

Click the OK button to insert the current date at
the location of the insertion point
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Inserting the Current Date

5N a Document i

Date and Time
Insert tab dialog box Insert Date
and Time

Heartland Advertisernent Letter - Microsoft Ward

Insert Page Layo Date and Time

] Vica jj] Available formats: Language: gk Signature Lin
4/27/2012 « | |English (u.5.) 5 Date & Time

Table = Picture Clip § : y :
N Art Frllda April 27, 2012 selected date rop Cat b Object ~
ables 4/z7j12 format

= 2012-04-27

list of date and time 3?2-?92%1122‘
formats — your list will Alpr. '2}_’ 13

show current system 27 april 2012
date and time stored April 12 Text group

on your computer Apr-12
42712012 11:22 PM

4/27/2012 11:22:03 PM
11:22 PM check box not
11:22:05PM selected

2322

23:22:03 l

= | [ ] Update automatically

323-Pi Set As Default | —I-| Ok { Carcel ] w.hltclub.com)

formatting mark
indicates TAB insertion point
key pressed
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'Inserting a Citation |
- and Creating Its Source
e 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

Click the Type of Source box arrow, and then click the
type of source you are adding

* Type the source information in the appropriate text
boxes, and then click the OK button to insert the
citation in the document at the location of the
Insertion point
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ilnserting a Citation

,and Creating Its Source i

source changed to Article
in a Periodical

r
Create Source

list changed to
reflect fields
required for a
periodical

Type of Source

Author

Title

Periodical Title

‘fear

Jailz

Month
Day

Pages

[] show all Bibliography Fields
Tag name

Article in a Periodical E-ﬂ— Type of Source

Bibliography Fields For MLA Sixth Edition

Jains, Malila
|| Corporate Author

How Surveyors Measure and Calculate Angles I

Today's Madern Surveyor
2012
Mar.

30-48]

Example: 50-62

box arrow

source information
entered in text boxes

IM'—»I OK ] [ Cancel

e~ Starting' at-akno

Surveyors: often' use-tnangulation' to-measure- distance. g at-a: ' location® and-

elevation, surveyors: measure- a'length: to-create-a‘base line- and-

insertion point
EE e to measure

an-angleto-anunknown-point-from-each-side-of the base-line-(Jains)

—_—

|

citation inserted in text
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Click somewhere in the citation to be edited,
which selects the citation and displays the
Citation Options box arrow

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

Click Edit Citation on the Citation Options menu to
display the Edit Citation dialog box

Change the information as necessary in the Edit
Citation dialog box, and then click the OK button
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Editing a Citation

: Edit Citation e —
Annalisa- Wz diallogl bolx Edit Citaticn | ? Iﬁ

Add

Ir -Winters page numbers
Pages: 30-48] entered in

text box

Enghsh 1011[ Suppress
author [l year [ Title

April- 4,-20129

oK JI Cancel ]

OK button
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' Inserting a Footnote Reference Mark

* Click the Insert Footnote button (References tab |
Footnotes group) to display a note reference mark
(a superscripted 1) in two places: (1) in the
document window at the location of the insertion
point and (2) at the bottom of the page where the

footnote will be positioned, just below a
separator line

* Type the footnote text
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Inserting a Footnhote Reference Mark

References tab

Insert Footnote
button

Page Layout References ailinas e ey
3 | [ytnsertEn . Insert Endnote
button
AE Next Footnote = =

In: Insert I
Footnote _=—| Show Notes Citation ~ 313 Bibliography = apt ] Cross-reference

Footnotes = Citations & Bibliography Captions
— A

O P PO ) VS A S E T VS
=l T T T T T T T T T T T T
Footnotes group

aragre to-arrunknown pointfrom each side-of the base line: (Jains 30-48). The length of the-

base line' and-the two-known' angles' allow- a-computer- orperson to-deterrne- the location of a-

third- point. 1

note reference
mark is displayed,
by default,
superscripted

in document
window and in
note text area

separator line, which automatically is inserted,
divides document text from note text

footnote text will
be typed here
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e Click the Insert Citation button (References tab |
Citations & Bibliography group) to display the
Insert Citation menu

* Click Add New Placeholder on the Insert Citation
menu to display the Placeholder Name dialog box

Pl

er name, and then click the OK

button
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Click somewhere in the citation placeholder to be
edited to select the citation placeholder

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

Click Edit Source on the Citation Options menu to
display the Edit Source dialog box

If necessary, click the Type of Source box arrow and
then select the type of source

Enter the source information, and then click the OK
button
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iEditing a Source

Citation Options menu

|

- Edit Citation

Edit Source -—— Edit Source command

Convert citation to static text -
= ingles: automatically- and:

! Update Citations and Bibliography
then send the-calculated-angles to-a‘computer for-analysi: (Cordoba).
Ne—

Citation Options
box arrow

citation placeholder selected

150 | &5 | IEEEE
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' Page Breaking Manually

* Position the insertion point where you wish to
insert the page break

* 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
insertion point immediately below the manual
page break

Creating a Research Paper with Citations and References




Insert tab

Home Insert Page Layout References Mailings Review

&) Cover Page ~ @, Hyperlink =] Header -

) Blank Page A Bookmark 5| Footer ~
=i hapes Smartdrt Chart Screenshot
Y angeﬁreak <+— Page Break button r - - I'#) Cross-reference #] Page Number ~

Pages Tables Tllustrations Links Header & Footer

L

Pages group

paragraph indented
one-half inch from
left margin

bottom of page 2

correct page number
automatically appears
page break - | inheader

| insertion point
on page 3

Page:3of 3 | Words: 351 | <& |
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" Creating a Bibliographical List @~ &
* Click References on the Ribbon to display the
References tab

* With the insertion point positioned where the
bibliographical list is to be inserted, click the
Bibliography button to display the Bibliography
gallery

* Click Insert Bibliography in the Bibliography
gallery to insert a list of sources at the location of
the insertion point
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iModifying a Source and Updating the
- Bibliographical List
Click the Manage Sources button (References tab |

Citations & Bibliography group) to display the Source
Manager dialog box

Click the source you wish to edit in the Current List
Click the Edit button to display the Edit Source dialog box

Make the desired changes to the source, and then click the
OK button

If necessary, click Yes to update all occurrences of the
source

Click the Close button to update the list of sources in the
document and close the dialog box
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' Modifying a Source and Updating the
- Bibliographical List

Manage
Sources button

Source Manager

- References tab
dialog box

Page Layout References Mailings

Ly Insert Endniote
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L i ate Table e ate Inde
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Search:
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