USING MICROSOFT WORD® FOR APA TASKS

Screen shots reprinted by permission of Microsoft® Corporation.

GENERAL TIPS

Backspace and Delete
The keyboard has two delete keys: Backspace and Delete. What's the difference?

= Backspace deletes characters and spaces to the left of the cursor.
= Delete deletes characters and spaces to the right of the cursor.

Save yourself some time and frustration l)y using the correct key.

Two Backspaces will
delete a space and an “n.”

Two Deletes will delete

@ a“b” and an “y.”

= Hyphens are used to connect words and parts of words. The hyphen key is
located next to the 0 on the keyboard. Type hyphens with no space before or after
(e.g., step-by-step instructions).

= Dashes are intended to separate words and phrases. To create a dash, type two
hyphens with no space before, after, or between them. Use dashes to indicate an
interruption (e.g., Students in the third group—those who received no training—
were least successful at accomplishing the task).

Typing Dashes and Hyphens

Highlight Text without “Racing”

To prevent the cursor from “racing” when you're trying to highlight a large block of text,

1. Click the cursor where you want highlighting to begin.
2. Press and hold the Shift key.
3.. Click the cursor where you want highlighting to end, and release the Shift key.

Delete Single Hyperlink

When you type a URL (Internet or e-mail address) and press the Enter key, the URL turns
blue and underlines, creating a hyperlink. Hyperlinks occur on your Reference page when
you type URLSs for electronic sources. Hyperlinks must be converted to “normal” text.

Method 1 if you typed the hyperlink, Click the Undo icon (left-curve arrow) on the
toolbar, or

Method 2 if you copied the hyperlink into your document, Highlight the hyperlink with
the mouse, click the right mouse button, select hyperlink, and click Remove
Hyperlink.

You can turn off the word processor function that creates hyperlinks in the first place. See
the "Customize Auto-Formatting” section.

Show/Hide

The Show/Hide function allows you to see hidden formatting codes—a helpful tool when
you need to correct or modify formatting. To turn on Show/Hide, click the Show/Hide icon
on the menu bar. If you don't find the icon, customize your toolbar (see the "MS Word for
APA" section). The Show/Hide icon 1 is a toggle switch: press it on, press it off. It reveals
the following codes:

Symbol Meaning

1 Manual line feed (Enter button pressed)
—> Tab space

. Space inserted (space bar)
....Page Break... Manual page break inserted (Ctrl+Enter).

Undo

The Undo icon (back arrow) on the toolbar allows you to cancel out your last
command or your last several commands (if you keep pressing it). Make a
mistake? Just click [« |+

Center

Never center text by tabbing or spacing. If you do, any revisions will throw the text off
center. Use the Centering function of the word processor. It will automatically adjust
centering as you revise. You can center text before or after it is typed. If you center after
typing, you'll need to highlight the text, then center it. To center text,

Method 1: Click the Centering icon on the toolbar, then type text, or

Method 2: Click Format, Paragraph, Alignment Center (see Figure 1).

Paragraph I

Indents and Spacing | Line and Pagefreaks
Alignment: Outling level: IBDdY [ .I
Indentation

Lefts o" = Special; Ey:

Right: 0" 2 Jtrone) =]/ -
Spacing

Befare: 0 pit = Line spacing: &k

After: 0 pk = ISingIe j I ﬂ

Figure 1, Paragraph Format Window
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TYPEFACE (Fonts) [5.02]

Use an 11-pt. or 12-pt. serif black typeface (font) for text. APA recommends Times Roman

and Courier.
This is typed in Times New Roman.
This is typed in Courier.
This is typed in Century.

Serifs are the tiny lines that dangle on the ends of letters. Word processors offer a variety
of serif fonts. Avoid those that appear decorative, unusual, or otherwise distracting. Keep

the font appropriate to the formality of an academic paper.

Setting Typeface in MS Word

Most Word screens have the font type and size selections right on the toolbar. If not,

e Click Format on the
toolbar, select Font,
and click choices on

the font menu, T
or

* Right click the
mouse from inside
your document to
get the font menu.

Underline style:

Fonk color;

Underling color:

Font I
Font | Chatacter Spacing | Text EFfects I

Font skyle: Size:

|Regular Ill
a -
l
10
iz =

Aukomatic

=] [trere) =l

e Set font before you |

begin typing the
Effects

Automatic j

text. That's easier

than changing it I strikethrough I shadow ™ small caps
later. ™ Double strikethrough ™ Qutline ™ all caps
[~ Superscript [~ Emboss I~ Hidden
e If you do have to I™ ' Subseript I~ Enarave
change font after :
Prewiew

typing it, highlight
the text you want to
change, then follow
instructions for

Times New Roman

Changmg font. This iz a TrueType font, This fant will be used on bath printer and screen.

Default, .. | QK I

Cancel

Figure2, Font Selection Window

Keep font the same throughout the paper, modifying only for italics when necessary.

MARGINS AND ALIGNMENT

Margins for APA are 1 inch all around (except for doctoral students, who use 1.5 on left).
The margin default on MS Word is 1.25, so you may need to change margins as follows:

1. Click File, then Page Setup.

2. Click the Margin tab, if not already selected, to change settings.
3. Set margins for "Whole Document."”

4. Click OK to return to editing screen.

Page Setup

Margins | Paper | Layauk

Matains

Top: Botkarm: |1'

IH E‘ Gtter position: ILEFI: vl

Orientation Vi

e
/

Left:
Gukker:

Presdiew

Apply bo:
whole document j

o |

Cancel

Cefault. .. |

Figure 3, Page Setup Window

Alignment

e Textis aligned at the left margin unless it needs to be indented to begin a
paragraph or to offset a blocked quotation.

e To align text at the left margin, click the Align Left icon £ on the toolbar, or

see the instructions for Centering.
o Do not align text at both margins. Text aligned at both margins creates
irregular spacing between words and makes proofreading difficult.
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ALPHABETIZE REFERENCE LIST

Many people like to create their reference list as they go along rather than waiting until the
paper is finished. Early creation has several advantages:

1. Keeping track of sources is easier.

2. Completing the reference ensures correct form of in-text citation.

3. If full documentation is not available, you will know it before you attempt to use the
source in your text.

You can alphabetize the reference list automatically if you have used the hanging indent
function to create your references (see "Hanging Indents for Reference List?).

To alphabetize the reference list,

1. Highlight the entire reference list (but not the title and not extra line spaces at the
end).

2. Click Table, then Sort.

3. Make sure settings are set at Paragraphs, Text, Ascending.

X
Sort by
BT =] we b o] oA
" Descending
Then by

' ascending
I I Type: I I
s A | et A i Descending

Then by

* ascending
I I Type: I I
hd BRI Ml Diescending

My lisk has
" Header row

QPtions.-/'l O I Caneel

' fo header row

4. Click OK

Do not use Sort if you have created hanging indents manually.

KEEP HEADINGS WITH TEXT

When headings fall at the bottom of a page, they get separated from the text that follows.
As you revise, heading locations will move unless you "stick" them to their text locations.

To keep headings with text,

1. Place cursor at beginning of heading.
2. Click Format, then Paragraph

3. Click on the Line and Page Breaks tab.
4. Click Keep with next.

5. Click OK.

il .

Indents and Spacing  Liveand Page Breaks |

Pagination
[v widowQrphan contral
[ Keep lines together

W Keep with next;
[ Page break before

™ suppress ling numbers
[ Don't hyphenate

Preview

oK I Cancel

Tabs... |
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INDENTS [5.08, 5.13, 5.18]

* General Indentation for Text

e Setindentation at 0 and indent paragraphs by pressing the Tab key, which is
usually pre-set to indent % inch.

¢ Do not use the space bar to indent. One-half inch does not necessarily equal 8 or 10
spaces.

e You can temporarily change indent setting to % inch for a blocked quote (see Figure 4).

Check paragraph indentation against the ruler bar above your document. (If you don't see
a ruler bar, go to the menu bar, click View, and then click Ruler (see "Dot Leaders" section
for an illustration). For hanging indents for the Reference page, see “Hanging Indents” in
this section of the booklet.

Blocked Quote Indent

Quotations of 40 words or more should be double-spaced and blocked ¥z inch from the left
margin. Do not do this manually by using the Enter and Tab keys. Instead, change the
paragraph indentation for the quoted text only.

1. Highlight text to be Paragraph ﬂﬁ

indented. .
Indents and Spacing | Line and Page Breaks |

2. On the menu bar, click

Format. aldrment: ILeFt vl Outline level: IBody text 'l

3. Click Paragraph ridenkation

Special: Biw:

I(none) j I ﬂ

Left:

4. Click the Indents and
Spacing tab if not
already selected.

5. In the Indentation Befare: Opt = Line spacing: Ak
section, set left — =
; A After: Opt Double j I =
indentation to .05. = I

Leave this setting
at 0 for all other text. IR

6. Click OK

Alternate Method

Without changing
settings, type the quote, Tabs... | oK I Cancel
highlight the quote, drag
the ruler bar indent %2 inch
to the right (see Figure 16).

Figure 4, Paragraph Format Window

Hanging Indents for Reference List

You can set hanging indents before or after typing the text. If you format hanging indents
after typing the text, you'll need to highlight the text before formatting. You will also need to

remove all Tabs, if you inserted any, from the Reference list. (See Show/Hide in this

*

section.)
For hanging indents, Indents and Spacing | Line and Page Breaks |

General

Alignment: ILeFt - I

1. Set Left Indentation to

Cutline level: IBody text VI

0. Indentation
_ -
Left: e o 2 " :
2. Click “hanging” in the - ! ?I Syl e _
box marked Special. Bioh: 10 = |Hanaing EE =
3. Set the hanging indent Spacin

marginto .05. ___—] Before: ID pt E‘
After: ID p E‘

Line spacing: Ak

e - | | =

™ Don't add space between paragraphs of the same style

Preview

Ir T:

Soemgle T Seample Tt Soemg = T Seemple Tt Seemple T Sewmple Tt Semgle T
Somgle T Soempl= Tt Sermple T Smmgle T Sexple T Soemple T Sexmple

Tet Sempl= T Semple T Sempgle T Semple Ty Somple T Semple Ten

Tabs... |

[ o ]

Canicel

Figure 5, Paragraph Format Window
Setting Hanging Indents

For another way to indent, see Figure 16
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PAGE HEADERS AND PAGE NUMBERS [5.06 and 6.03]

Page Headers

Page headers are not to be confused with page headings. Headings are inserted
throughout the text to designate important sections of the paper. Headers appear in the top
margin of each page and include a page number and, in APA style, a short form of the
paper's title. (Some programs dispense with the header title, so check with your advisor or
instructor about your program's preference.)

Page headers cannot be typed directly on the page. They appear in a “no type zone” in
the top margin of the paper. So how do you get them there? First, view the Header box,
which is invisible when you are in the normal editing screen. It's easiest to insert headers
and page numbers at the same time, so proceed to the section on page numbers.

If you insert page numbers by using the Insert Page Numbers command from the file menu,
you will not be able to insert text into the header.

Page Numbers

e Pages are numbered consecutively, beginning with the title page and continuing
through the appendixes. (Some instructors and programs do not want the page
number and header to show on the title page. Check before typing the title page.)

e Use Arabic numerals in the upper right-hand corner, inside the page header.

e Include a header with the page number. The header usually consists of the first
two or three words of your title, and it is placed five spaces to the left of the page
number.

* Do not “type” page numbers; use a word processor for automatic pagination.

e Do not use the Insert Page Number function of the word processor because it will
not allow you to type headers with the page numbers.

Setting Page Numbers within the Header in MS Word (See Figures 6 and 7)

1. Click View, then click Header and Footer.
2. With the cursor inside the header, align the text to the right (see Figure 6)
a. Click the Align Right icon on the toolbar, or
b. Click Format, then Paragraph, then change alignment to right.
3. Type a header, followed by five spaces.
4.  On the Header window (it opens when you select Header and Footer), click the
Insert Page Number icon.
* Note: If necessary, you can change the font of the header and page number to match
the font of your text. Follow the same procedure as for changing font in the text.

5. Close the header toolbar. Once you have set your page numbers, they will
automatically adjust to changes in the length and pagination of any part of your
paper.

Header Box in View Header Mode.

il ModelPaperE xercise - Microsoft Word

JE\|E Edit Wiew Insert Format Tools| Table Window Help

Use Align Right button to place header and
number in correct position.

|0 & Wl savets. @ DGR~ -

B 7 g|11 < Arial

B - .

EE—==A< T

1 10000 R

+ Header and Footer

|

Ingert AukoText -

| Bookmark. .. Cross-teference. .. | @ HBE | Q

& DiEhEnar, I@

REEIERE

T

(B & G | cose

A BO DS

SlElEl=

i start || Baug 2002 | EMS woRD..] B MS wWOR

(| B o Ms Wi | [ ModdiPa... | #F]Document.. |

=EEEEEEEEEEY

Figure 6, Header Insertion Window

The Format Page Number icon opens the
window shown on the right that allows you
to set page numbering to start at any
number you wish. This is helpful if your
title page is in a separate file.
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Header Window lets you select page number options.
Hold mouse over each button to see its function.

Page Humber Format EE I
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Figure 7, Format Page Number
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LINE SPACING

All text in an APA paper is double-spaced, even indented quotes and items in the

reference list. (Note, however, that most examples in the APA manual and in this booklet

are single-spaced to save space.)

e Never single-space text.

e Never use one-and-a-half-spacing.

e  Most important, never press the Enter key twice at the end of a line to create a
double-space. You'll create spacing problems throughout the paper every time
you revise.

Setting Double-Space in MS Word
Method One: Click the

Double Space icon =
on the toolbar.

Paragraph

Indents and Spacing I Line and Page Breaks

el JE3|

General
w Alignrment: ILeFt vi Qutline level: IBody =40 vI
1. Click Format. B
2. Click Paragraph. ; ;
3. Set the Line Spacing to Lesptatey
Double. Left: ID" E Special: By!
Right: IU" ﬂ IHanging j IU-5" ﬂ
Doublg spacing begins at o —
the point where you placed . [ort -
the cursor when you gave = \_J\ Line spacing: Ak
the Double Space i fore = e | =

command. I™ Don't add sparce between paragraphs of the same style

Prewview

Somple Tou Sl T Smogle T Somple T Sople Tt Sople T Semple Teu
Sormgle T Somple Tt Sl T Sample To Sample Tow Sampls Tow Saxgls
Ten Samgle Tot Sompls Tou Sample Tou Sample T Saogle Tow Sample Taw

Ie T,

CUSTOMIZE AUTO-FORMATTING for LISTS

You learned earlier in this booklet that numbered lists in APA style are “wrapped’ to the left
margin. You can customize your auto-formatting to comply with APA style; however, you
may prefer just to turn off auto-formatting for APA documents.

Customize AutoFormat for a Single Document

1.
. When the AutoFormat window opens, click on|the Options button to open the

[oc ]

Cancel

Tabs... |

Figure 8, Paragraph Format Window

NOTE: If you experience irregular line spacing (especially triple spacing) between
paragraphs, see "Irregular Spacing Between Paragraphs” and Figure 13.

. Click the tab titled AutoFormat As You Type.
. Click to remove checkmarks from Automati?

On the menu bar, click Format, then AutoFormat...
AutoCorrect window (see Figure 10).

bulleted lists and Automatic numbered lists.
/

AutoCorrect /j x|
AutaTexk I AutaFarmat | Smark Tags |
AuktoCorrect =

AutaFarmat As ‘r’o

Eplace a5 Evpe
[~ "straight quotes” with "smart quotes”
[V Crdinals {1st) with superscript
[V Fractions (12} with fraction character (14
[V Hyphens {--) with dash {—)
[~ *Bald* and _italic_ with real Formaty
W Internet and network paths with
Apply as you bype
[ automatic bulleted lists
™ Automatic numbered lists
[V Border lines
V¥ Tables
[ Built-in Heading styles
Autarnatically as you tvpe
[¥ Format beginning of list item like the one before it
[ =set left- and First-indent with kabs and backspaces
[ Define styles based on your Formatting

2erlinks

Cancel

o ]

Figure 10, Customize AutoFormat for a Document

While the customizing window is open, you can click other tabs to make the changes you

want for the document you are working on. For example, you can remove the check from
"Internet and network path with hyperlinks" to prevent hyperlinks on your Reference page.
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Customize AutoFormat for All Documents (Not for networked computers.)

To avoid going through this customizing process for each document, you can customize
AutoFormat for all documents: Select Tools from the menu bar. After selecting Tools,
click AutoCorrect Options, and proceed with steps 3 and 4 for "Single Document.”

Note: you cannot make a permanent AutoFormat change if you are working on a networked
computer.

Customize Spelling and Grammar Check

The red lines and green lines of the auto-spell check and auto-grammar check can be
annoying, especially on the reference page. You can turn off the auto-spell check and
auto-grammar check, and still check your spelling and grammar when you are ready.

| x
21 1 Select Tools from the
User Information | Compatibility | File Locations I menu bar.
Wigw I General | Edit | Print I Save I . .
Securit: Speling & Grammar | Track Changes 2. Click on Options
Y \ &l (Do not select
speling Spelling & Grammar,
r which will activate the

i .,- :
¥ Hide speling errors in this docd checker!)

rd Always suggest carrections
™ Suggest From main dictionary only
[™ Ignore words in UPPERCASE
|v Ignore waords with numbers
[v Iancre Internet and file addresses

N~3. When the Options
window opens, click
the Spelling &
Grammar tab.

\>4. Click to remove
checks from "Check
spelling as you type"

Cuskom Dictionaries. .. |

Grammar
- Check . 4/w e and from "Check
eck grammar a5 yau type LNy Steg= Grammar as you
¥ Hide grammatical errors in this document  |Grammar & Style hd

type.”
[V Check arammar with spelling

I Show readabilicy skatistics

Settings. .. |

Recheck Document |
Ok I Cancel |

Proofing Tools

Figure 11, Customize Check-As-You-Type

Remember that you can still use the spelling and grammar check by selecting Tools,
Options, Spelling and Grammar when you are ready to check your document. Turning off
the Auto-check just keeps the checker turned off as you type.

A Word of Caution About Grammar Check

The grammar checker can be a useful tool, but it cannot think the way a human does. If you
type something that doesn't fit one of the grammatical patterns stored in the grammar
checker's memory, it will give you an "alert," meaning it can't find a matching pattern. Think
of the alert as a question rather than a command. It is asking, Is this the pattern you really
want? For example, the grammar check usually alerts writers to use of the passive voice,*
because passive voice is usually best avoided. However, it is not necessarily wrong, and
on occasion it may even be preferred to active voice. You must decide to keep, discard, or
modify text that sets off the grammar alert. Don't change something just because the
grammar check highlighted it.

*For information about active and passive voice, see the section of this booklet entitled
"Active and Passive Voice."

HYPERLINKS
Delete Single Hyperlink

When you type a URL (Internet or e-mail address) and press the Enter key, the URL turns
blue and underlines, creating a hyperlink. Hyperlinks occur on your Reference page when
you type URLSs for electronic sources. Hyperlinks must be converted to “normal” text.

Method 1 if you typed the hyperlink, Click the Undo icon (left-curve arrow) on the
toolbar, or

Method 2 if you copied the hyperlink into your document, Highlight the hyperlink with

the mouse, click the right mouse button, select hyperlink, and click Remove
Hyperlink.

Turn Off Hyperlinks for Current Document See Figure 12

This option prevents the creation of hyperlinks in the current document only. You will have
to select the option again to prevent hyperlinks in subsequent documents.

To prevent hyperlinks from being created automatically in the current document,
1. On the menu bar, click Format, then AutoFormat...

2. When the AutoFormat window opens, click on the Options button to open the
AutoCorrect window..

3. Click the tab titled AutoFormat As You Type.

4. Click to remove the checkmark from the automatic hyperlinks box (Internet and network
paths and hyperlinks).
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IRREGULAR SPACING BETWEEN PARAGRAPHS

Turn Off Auto-Hyperlinks for ALL Documents (Not for networked computers) Problem

Cutting and pasting between documents can upset the line spacing of your document,
sometimes leaving three lines rather than two between paragraphs, as shown in the
example.

This option prevents hyperlinks in the current and all subsequent documents, until you
remove the option.

This option will not work on networked computers (like Saint Mary's) that do not allow
access to the computer's hard drive. However, it works well for stand-alone computers, like

Remedy

those most people have at home.

Click on Tools, select Autocorrect Options, and then follow steps 3-4 above.

AutoCorrect 2
AukaTexk I AutaFormiak Smart Tags
AutoCorrect AutoFarmat As You Type

traight quotes” with “smart quotes”
Turn off ¥ Crdinals {1st) with superscripk
Auto- [V Fractions {1/2) with frackion character {14)
Hyperlinks ¥ Hyphens {--) with dash {—)
[ *Bold* and _italic_ with real formatting
P [ Internet and network paths with hyperlinks
Apply as wou bype
™ aAdtomatic bulleted lists
[ automatic numbered lists
¥ Border lines
¥ Tables
[ Built-in Heading skyles
Automatically as you bype
[V Format beginning of list item like the one before it
[ set left- and first-indent with tabs and backspaces
[ Define styles based on your Formatting

4 I Cancel

Figure 12, Turn Off Auto-Hyperlinks
for Current Document Only

The extra line space
cannot be removed by
changing the line spacing
to double. Instead,
change the setting as
follows:

1. Highlight the text you
want to change.

2. On the menu bar click
Format, Paragraph.

3. Set the Before and
After boxes to 0.
You may also haye to
set Line spacing to
Single and then res
to Double. \\

t

4. Click OK to return
to document.
You may need to
readjust spacing.

To avoid irregular
paragraph spacing,
learn how to copy
and paste text from
the Internet into your
document. See
Figure 14.

Presvigw
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& ;051 asocia, I oo preagposto precpale em che e fimmiord & laguida sotto
Ia teomiavmara i rppost dorer a faciltare Iobiativo coopera o mEzpmgimerdn
fra i segpaicamme merire offfendo le occaiond de lom pesaale sTilgpo ¢

|: smikppo™ {pp. E549).

Conclivrd o Kaker (2003 ), dipenca de] cpstane S movimerdo
dell'amemirictrumiorie £ badifica b dto realko ad v prescOp AT per
l'pemzane (Ecia)ed 2 mor merdo warno di mpporto b solleciato laa
preacampamiane perilmgpotto (Ia gate) Ledue camle dipadero dwhaba
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Mo &F Qupsteigice

iricercaton in adicohano et le ahilithdidiresione dao vareti

x|

Cutling level: IBody text - l Lificamo

Special: By:

| |(none) = |

Before: ID ot E Line spacing: Ak
After: ID pt ﬂ ISingIe j I ﬂ

™ Don't add space between paragraphs of the same style

Figure 13, Customize Check-As-You-Type
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* How to Avoid Irregular Spacing: Pasting Text from the Internet

Irregular paragraph spacing occurs when you copy electronic text and paste it into your
document. It's best to avoid the problem rather than remedy it because the remedy can
sometimes require much time-consuming reformatting of text.

When you copy electronic text, paste it into a blank document before pasting it into your
working document.

Do not use the Paste command to insert electronic copy. Instead, use Paste Special...
from the Edit option on the Menu Bar as shown below.

1. Highlight and copy electronic text.

2. Open a new document.

3. In the new document window, select Edit, then Paste Special... If you use just Paste,
you will bring in hidden formatting codes from the electronic text.

4. When the Paste Special... dialogue box appears, select Unformatted Text.

Paste Special e |
Source:  Microsoft Word Document
iy DocumentstAPA BookletiGrad Bookle...

ast Cance
s,

Microsoft Word Document Object
Formatted Text (RTF
‘Unformatked Text
Picture

Pickure (Enhanced Matafile)
HTML Format

Urformatted Unicode Text

(¥ paste:
" paste link:

LI ™ Cisplay as icon

esult
Inserts the contents of the Clipboard as kext without

I"' any Formatting
% .

Figure 14, Paste Text From the Internet

This procedure allows you to paste the text without including hidden format codes. You
can then reformat it to fit your document. If you bring in “foreign” format codes with pasted
text, you may not be able to remove the codes from your document

How do | avoid "orphan" headings?

Headiings that stand alone on a line can get separated from their text when they occur at
the bottom of a page. (Turning on widow/orphan control won't help with headings.) To
prevent headings from separating from the text, place the cursor in front of the first letter of
the heading and then

1. click Format, then Paragraph
2. click the tab for Line and Page breaks

3. click Keep with Next
4. click OK

Paragraph | i

Indents and Spacing  Line and

Paginakion
¥ widowjOrphan conkrol
[ Keep lines together [~ Page break before

[ suppress line numbers
[ Don't hyphenate

Preview

Tabs... | (04 I Cancel
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DOT LEADERS FOR TABLE OF CONTENTS

Although the APA does not call for tables of content and therefore provides no guidelines Subheadings
for them, some instructors do require a table of contents. Generally a table of contents

f B : : If your table of conten ntain headin nnot indent them with the Tab k
calls for dot leaders—rows of dots from entries to their page numbers, like this: your table of contents contains subheadings, you cannot indent them with the Tab key,

which now inserts dot leaders. The easiest way to indent subheadings without dot leaders
is to drag them using the ruler bar (see Figures 16 and 16a).

Statement of the Problem .........cccoveeviiiiiiiiiiiieeeee e, 3

Research QUESEIONS .....c.ccvvvviviiieiieiceceeeceeeeeee et 4 Statement of the Problem ...........ccccooiiiiiiiiiii, 3
. Research QUeStIONS ........cocviiiiiiiiiiiie et 4

Definition of TermS......covieeiiieiiiiee et e 5 Definition of Terms. ... ...~ 5

History of the Charter School Movement................cococoeevevnnnnn. 9 History of the Charter School Movement...............cccoceeiiiinnn.

Urban Changes........cccceevieeiieniieiieeieeeie e esee e
S Inner City CriSes ....cccoviviererieiieniieienieetene e
Private Initiatives
LegiSlation ......cccveeeeiiieeiie e

You will have trouble making your page numbers line up, and you will wear yourself out
typing dots if you don't set up dot leaders for your tab stops. Dot leaders automatically
insert dots when you press the tab key, and the dots adjust automatically to proportioned

h ivi ight col he right. . .
characters, giving you a straight column on the right Indenting with the Ruler Bar

Set Dot Leaders

File Edit Wiew Insert Format Tools  Table  Window  Help
21 = Ll xb‘ ) view Footer & O & Thesawus.. = [ 4 @ &
"} " .
Tab stop position: Default tab skops: D= & M savess.. |0 & el | <9~ o - @y | Times New Roman - 12

5.7 [d = N X 2 -
;I Tab stops ko be cleared:

1. Using the Ruler Bar as a Guide, decide
the position where you want to dot
leader tab to stop. If you have a one-
inch right margin, you will probably want
to set your tab at 5.7

2. On the toolbar, click Format, and then
Tabs, to open the Tab Formatting
Window (see Figure 15).

|

3. Highlight and delete any exisifig tabs. =t
{* |eft " Center "~ Right
4. Type desired tab stop. " Decmal " Bar Statement of the Probhlem ..........
Leader

5. Make sure alignment is set at Left:

w Tz 13—
6. Set Leader at 2 (for dots). (e

7. Click both Set, and then OK. b Set | ey | Clear 4l |

Research (Juestions ........coccevrenne

Figure 16, Ruler Bar

NOTE: You must click both Set and OK = ¢ The "hourglass” splits:
to engage dot leader. \WI Cancel | - = _—Dragupper triangle to indent first line of paragraph.

+ + —Drag lower triangle to indent subsequent lines of paragraph.

8. Return to table of contents, type a heading, and

press Tab key for dots. Figure 15, Tab Formatting Window ——Drag square to move both triangles. To indent a block of text,
highlight the text and drag the square.
Eigure 16a
Inset
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CUSTOMIZE THE TOOLBAR

You can work more effectively if you customize your toolbar to meet your needs. It's easy
to customize your personal computer

1. Click Tools, then Customize . . ., and click the Toolbars tab on the open
window.

2. Click New, and type a name for the new toolbar. Click OK to close. /+

3. Now click the Commands tab. You will see your choices by category (File, Edit,
View, Insert, and so on). Clicking on a category will open the command choices
for that category.

4.  Elsewhere on the screen you'll see your new toolbar—a point small and

empty. — [

5. You can now drag and drop items from the commands directly onto the new
toolbar.

6. Todrag and drop, click on the item you want to move to your new toolbar. Hold
down the left mouse button while to drag the item to the new tool bar, then
release the mouse. If, for example you want the “Save As” command on your
new toolbar, just drag it from the Commands window onto your toolbar.

7. When you have all the commands you want, click Close, and drag your ne'
toolbar to the top or bottom of the editing screen.

8. Toremove an item from the toolbar, simply drag it off.
9. You can use your new toolbar to supplement or replace the Standard toolbar.
(See View, Toolbars. Checks indicate toolbars currently being displayed.) lItis

not recommended that you delete or modify the Standard toolbar, but you can
hide it by removing its check in View mode.

TOOLBARS CANNOT BE CHANGED ON NETWORKED COMPUTERS AT SCHOOL

MNew Toolbar 2lx|

Toolbar name:

Make toolbar available to:

INormaI j
oK I Cancel |

Commands | Options I

To add a command ko a toolbar: select a category and drag the
carmand out of this dialog box to a koolbar.,

Categoriss: Commands:

2| x|

Close Al
Save
Save As..,

ave as Web Page...

Save all

wfindow and Help
Drawing LI

Selected command:

Descripbian I adify Selection '|

j Kevboard... | Close I

/
@l Save in:/l&ormal

N
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USE DOCUMENT COMMENTS

When you send a paper for review, the reviewer can insert comments into the margins of
your text. (Electronic comments are standard procedure when Writing Center staff review
papers online.) The comments can be operated a number of ways. These directions will
help you manage them. You can also insert your own comments into your document. (See
Figure 18)

These instructions are for Microsoft® Word 2000 for Windows XL. Comments may appear
and function differently in another version of Word.
Show All Comments in a Document To show all comments in your document,

1. on the menu bar, click View
2. click to turn on the Markup icon

This procedures also allows you to print your document with comments.

Hide All Comments in a Document To hide all comments from your view,

1. on the menu bar, click View
2. click to turn off the Markup icon

This procedure removes comments from view temporarily but does not delete them.
The procedure also allows you to print the paper without comments showing.

Delete Comments From a Document To permanently delete any comment from a
document,

1. right click on the comment

2. select and click Delete Comment

Print Document With or Without Comments
To print with comments,

1. on the menu bar, click View
2. click to turn on the Markup icon
3. print as usual.

To print without comments,

1. on the menu bar, click View
2. click to turn off the Markup icon
3. print as usual

Add Your Own Comments to a Documents

To insert your own comment into a document,

1. place the cursor at the insertion point and click (or highlight a string of text)
2. on the menu bar, click Insert
3. click to turn on the Comment icon

-12 -

Remove Strikethrough

If your paper contains words with a line through them (to suggest that you omit or replace
those words), you can remove the strikethough as follows:

1. highlight the words,

2. on the menu bar, click Format, then Font,

3. click to remove check in the strikethrough box,
4. click OK to return to document.

The strikethrough will be removed, but the words will remain.

Figure 18 illustrates a screen showing document comments.

Original text Comments
i Ferguson_Lebra_03-10-05_Comments - Microsoft Word METES
Fle Edt Wkw Insert Fomat Jook Tble Window  Help Type aquestion for help v

M A O viedrooter B8 F Q (3] ¥ Thesanus.. = O] 7 B) & @ Favores 42 ||ff | - Final ShovingMarkup = Show = | &\ @3 ¥p - 422 (3 - 3 H,
LB &g o - o @Y TmesNewRoman -+ 12 - 100% | B J U | <F 2 - A - i} =

. { Comment: Thetik page of s APA
L | paperis abways comted aspage L. The
troductio L firet page oftext would thenbe page 20x
[{1 """"" I:J' """""""""""""""""""""""""" N 3 (depending wpon whether ornot you
“. | have anabstract)

Comment: Title of your paper should

appear dtop, certered. The intmduction
setion, f bheled, should be freated 25 2.
heading. Inyo papes, i seems fo me
thit the infroduction shold be atthe
same Jvel as Problem Statemert.

. .-{ Comment: Thers & rever moze than
ore double pace i APA.
{ Comment: Tou sppearto be wsing the
| old 4* edition ofthe APA. Ifsg youll
need o buythe 5% edition and bt me
Jrowr right avray so that | referyon to the
comreet pages. There s no undertning
anywhere nthe 5 edition APA tyk.

“Understanding donor motivation is essential to fundraising and development."(Kay

Sprinkel Grace, Beyond Fundrasing, 1997)

There 15 a need to study and understand donor motivation to become more effective in the

field of fundraising and development especially in the area of hospital philanthropy.

Background

. { Comment: Ho sluhes i APA. Use
.77 | sither svmd oy o, IFthat's ot
possblebacas th e s 3 ongoun, | |
you conld hyplente i

; 3
* important to understand donor motivation due to survey trends. [[n FPinpointing Affluence, hogiathaalt care o

z
ER-1E K| | D
D~ [y |ashepes~ N W COJOE MG RE &-L-A-S=EB@. A0 de FoSHEY | E.

Page 1 Ser 1 116 A1 n1  Col1 REC TRE EXT OWR English(U.5

Figure 18, Screen Showing Document with Electronic Comments
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