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The end of the project report will include an Index.  The computer will create the Index automatically.  The only thing you have to do is to correctly format the information that will be included in the Index.  This is done by marking/tagging the entries (key words).
The assignment for today is to mark at least twenty key words in the report to be included in the Index.  
Remember the computer will use the marked words to create the Index.
SCORING GUIDELINES

A. _____/5 points

You marked at least  twenty key words in your report (ALT+SHIFT+X)
B. _____/5 points

All marked words are included in the Index at the end of the report
C. _____/5 points

All words in the Index are in alphabetical order
D. _____/5 points

All page numbers contained within the Index are right aligned
E. _____/5 points

The Index contains at least two columns
F. _____/5 points

The Index is a separate page in the report
G. _____/5 points

Space once (with double spacing) after each Indexed word
H. _____/5 points

Space once (with double spacing) before each Indexed word
I. _____/5 points

All Index formatting is correct and matches the report formatting 
J. _____/5 points

You pressed ENTER 6 times before the Index title
First, correctly format at least twenty key words into your project report (ALT+SHIFT+X).  Then select INSERT from the top menu bar.  Next, select REFERENCE from the pop-up menu.  Then select INDEX AND TABLES from the pop-up menu.  Afterwards, select the INDEX tab.  The final step should be simply to click OK if your computer is set correctly.
TOTAL SCORE ~ _____ / 50 POINTS 

