[bookmark: _Toc256366004]Headers and Footers
1. Open a new Word document
2. Set the margins as follows (Page LayoutPage SetupMarginsCustom Margins)
Top: 2.0”
Bottom: 2.0”
Right: 1.5”
Left: 1.5”
3. Set the line spacing for 1.5 
4. Type the poem in the box below
Book
Oh, look, it’s a book!
I’m sure it must be
A path of adventures waiting for me, 
A yellow brick road to the Wizard of Oz, 
A frivolous poem without any cause. 
Should I open it and peek to see what’s inside?
What if it’s scary I might need to hide. 
I’ll never know unless I dare. 
I need a good laugh, a cry or a scare. 
I’m sure it can wait—well, then I’ll never know
Maybe it’s someplace that I’ll never go. 
But today is the day that’s been waiting for me
I’ll open this book, and I will see. 
Jessica McCain, age 14
5. Select the title “Book” by double clicking on the word
6. Make the title bold
7. Select the last line, “Jessica McCain, age 14” by clicking and dragging
8. Italicize and right align the last line
9. Select the title and body of the poem by clicking and dragging
10. Center the selected text
11. On Insert ribbon, Header & Footer grouping, click on Header
12. From the drop down menu, select 3 columns
13. Click on the first [Type text] and type your first and last name
14. Type your class name (Keyboarding) in the center [Type text] section
15. [image: ]Type the document name (Book) in the right [Type text] section
16. On the Design ribbon, Navigation grouping, click on Go to Footer. 
17. Press TAB once and type From: Chicken Soup for the Kid’s Soul 
18. Spell and grammar check the document.
19. Save the document in your Word Processing folder on your S:/ drive as Bookxx.doc
20. Compare with the KEY on the board.
21. Dropbox the document.
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