NAME _________________




DATE _________________


Please begin by rereading the top of pages 152, 159 and 160 in the Glencoe hardcover book (green).  This page will discuss the specific formatting features needed when typing the multi-page report with side and paragraph headings.

Refer to the reference page at the beginning of the textbook (page R1 – UNBOUND REPORT, PAGE 1 and PAGE R2 - UNBOUND REPORT, PAGE 2).

The assignment for this week is to type report 11 (pages 160-161).

Remember to type ALL text before making ANY format changes.
SCORING GUIDELINES-REPORT ELEVEN (file name:  Japan)
A. _____/5 points

Top and bottom margins are set to 1 inch

B. _____/5 points

Left and right margins are 1.5 inches 

C. _____/5 points

Press ENTER three times before beginning page 1 only
D. _____/5 points

The entire report is double spaced, 12 point and Times New 

Roman font
E. _____/5 points

Report title is centered, bold and all capital letters

F. _____/5 points

Report subtitle is centered and initial capital letters

G. _____/5 points

Each paragraph is indented 0.5 inches

H. _____/5 points

All side and paragraph headings are formatted correctly 
I. _____/5 points

Only the second page has a header with your name and the

            
page number

J. _____/5 points

The widow/orphan protection is turned on 

(FORMAT-PARAGRAPH-LINE AND PAGE BREAKS)

YOU MAY CONTINUE WORKING ON REPORTS NOT YET COMPLETED (if needed).  REMEMBER TO SHOW NEWLY COMPLETED REPORTS TO MR. SCHMITZ WHEN YOU ARE FINISHED.  HE WILL CHANGE YOUR GRADE.
