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TourName

TourClass
Assignment Name

All papers will be wnttenin Times New Foman 12 font. The assignments will be single-spaced,
single column, left justified.

Thizis atechnology class. You will notuse design fonts and styles. That means vouwillneedto
gommto the Officeiconn the left of vour Microsoft Word file (Office 2007) and remove the
design formats fromawuto-comect.

Your assignments will be tumed m digitally. Youwill need to save your documents m the
correct format Ifyvou do not, I will neither grade the assignment nortell youthat youhaven't
tumeditm. Youwll find out when [ retum the papers. The formatis as follows:

Yowlastmame AssignmentName andeither doc, dogy or 1tf

* KmgFeportl doc
» KmgFeportl docx
» KmgFeport3 ritf
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upper left corner
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click word options




Word Options

Popular

Display

Hrl'.l'uﬂlfg_—-ll
Save
Advanced
Customize
Add-Ins
Trust Center

Resources

Change how Word corrects and formats your text.

AutoCorrect options

Change how Word corrects and formats text as you type: [ AutoCorrect Options... J

When correcting spelling in Microsoft Office programs

Ignore words in UPPERCASE

Ignore words that contain numbers
Ignore Internet and file addresses
Flag repeated words

|:| Enforce accented uppercase in French

|:| Suggest from main dictionary only

[ Custom Dictionaries... J

French modes: |Traditinna| and new spellings

When correcting spelling and grammar in Word

Check spelling as you type

Use contextual spelling

Mark grammar errors as you type
Check grammar with spelling

|:| Show readability statistics

Writing Style: ‘ Grammar Only w | Settings...

[ Recheck Document J

Exceptions for: |@ Documentl v |

|:| Hide spelling errors in this document anly
|:| Hide grammar errors in this document anly

QK

J[ Cancel .J:E




Popular

Display

-Frlml'mg——'-|
Save
Advanced
Customize
Add-Ins
Trust Center

Resources

L | Show AutoCorrect Options buttons

|
0o
ir} ® =
|:tITI:| TH
i &
-f =] |

Al
*}C Change how Word corrects and formats your text.

AutoCorrect: English (L.5.)

| AukaoFormat " Smark Tags |

AuboZorrect | Math AukaCarreck " AutoFormat As You Type |

Carrect Two INitial Chpitals

Zapitalize first letker of sentences
Zapitalize first letter of table cells
Capitalize names of davs

Correct accidental usage of cAPS LOCK key

Replace bext as wou bype
Replace: with: () Plain text (%) Formatted text

L]

This is a technologv class. You will not use des

Add Delete

Automatically use suggestions From the spelling checker

1 L Ok, J[ Cancel ]

|:| Hide spelling errors in this document only

|:| Hide grammar errors in this document only

AW\

QK

][ Cancel .]:E
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Word Options
Popular
g 3’% Change how Word corrects and formats your text.

Display —
[ ] AutoCorrect HES
=Proofimg —

Save | AutoFormat || Smark Tags |

| AuboCorrect " Math AutoCorrect | AutoFarmat &5 You Type
Advanced
¥ | Replace as you bype
Customize [] "straight quokes" with “smart quotes® [ ordinals {15ty with superscript
Add-Ins [] Fractions {1)2) with fraction character (%% [ ] Hyphens {--) with dash {(—)

Trust Center

Resources

[] *Bold* and _jtalic_ with real Farmatting
[] inkernet and network paths with hyperlinks

Apply as you bype
[] automatic bulleted lists Automatic numbered lisks
Border lines Tables
[] Built-in Heading styles

Automatically as vou bype
Faormat beqinning of lisk ikem like the one before it
Set left- and first-indent with tabs and backspaces
[] Define styles based on your Formatting

L o4 I [ Cancel

|:| Hide spelling errors in this document only

|:| Hide grammar errors in this document anly

Ok J[ Cancel .J:E
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This 15 the knowledge base for our Intfroduction to Magazine Writing Class. This will be the place where we pool our resources to

develop information in a group environment.
Our first task is to create a list of information for the databases.
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