NAME _________________




DATE _________________


The first page of your final report must be a Title Page.  This Title Page must be formatted correctly.
Refer to the reference page at the beginning of the textbook (page R1 – TITLE PAGE).

The assignment for today is to type the Title Page (page 282).

Remember to type the Title Page as the first page of your report.
SCORING GUIDELINES

A. _____/5 points

Using single spacing for the entire Title Page
B. _____/5 points

Use vertical alignment for the entire Title Page
C. _____/5 points

Use center (horizontal) alignment for the entire Title Page
D. _____/5 points

Type the entire title using bold and capital format
E. _____/5 points

Press ENTER 12 times after the title (single space)
F. _____/5 points

Center the by line using your first and last name
G. _____/5 points

Press ENTER 12 times after the by line (single space)
H. _____/5 points

Then type my name (Mr. Thomas Schmitz) and press ENTER
I. _____/5 points

Then type the course  name (Computer Class) and press ENTER
J. _____/5 points

Then type today’s date (month date, year)
You may add a border to the Title Page for extra credit.  First, select the text that is part of the Title Page.  Next, select FORMAT from the top menu bar.  Then select BORDER AND SHADING from the pop-up menu.  Be sure to select PAGE BORDER from the pop-up screen.  Notice the APPLY TO section in the lower right corner.

TOTAL SCORE ~ _____ / 50 POINTS + _____ EXTRA CREDIT POINTS = __________/ 50 POINTS

