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with Microsoft® Office 2007 Introductory

Point-Counted Production Test—Project
for GO! with Microsoft® Office 2007 Introductory Project 6B Word
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Instructor Name: ___H. Michael Everett__________________
Course Information: ____COSC101-009______________________

1. Start Word 2007 to and open the file w06B_PCPT_Data. Save your document as 6B_Privacy_Firstname_Lastname Remember to save your file frequently as you work.

2. Change the right and left document margins to 1.0 inch, 0 space after paragraphs and double-space the document.

3. Move to the beginning of the document, left justify a line, and then type the following, replacing the names and date with the actual names and today’s date:

Your name

Instructor’s name

Course name

Date

4. Insert a header that contains your last name and page number and right align it.

5. Insert a footer that contains the file name and date.

6. Make a numbered list from the five principles of privacy protection.

7. Apply first line indentation to all body paragraphs.

8. Move the insertion point to the end of the paragraph that begins with In addition to these principles and insert the footnote defined as those individuals under age 13
9. At the same point, insert a citation, adding a new source (MLA):

Type of Source: Document from Web Site
Author- Corporate Author: Online Privacy Alliance

Name of Web Page: Guidelines for Online Privacy Policies
Name of Web Site: Online Privacy Alliance
Year Accessed: 2006
Month Accessed: October
Day Accessed: 9

URL: http://www.privacyalliance.org/resources/OPA_brochure.pdf 

10. Move to the end of the first sentence in the last paragraph and insert a citation, adding a new source (MLA):

Type of Source: Document from Web Site
Author- Corporate Author: Federal Trade Commission

Name of Web Page: Children's Online Privacy Protection Act of 1998
Name of Web Site: Federal Trade Commission
Year: 1998
Year Accessed: 2006
Month Accessed: October
Day Accessed: 9

URL: http://www/ftc.gov/ogc/coppa1.htm 

11. Insert an MLA-style Works Cited page at the end of the document, starting it as a new page.

12. Format the citations with 0.5 inch hanging indent and double-spaced with 0 space after paragraphs. Center the Works Cited title.

13. Adjust the document properties to include your name as author and title.

14. Save and print your document.
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