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Microsoft Office 2010
Microsoft Word – Chapter 2 Checklist
Creating a Research Paper
Check off the following tasks as you complete them.  Use the table at the bottom of the page to mark where you stop at the end of each day.  When you have completed all the tasks, see your teacher for a Chapter Check.

	Date
	Task
	Page
	Points
Earned
	Points 

	
	SAM Training Word Part 2 
	SAM
	
	27

	
	Lab 1
	Packet
	
	15

	
	Lab 2
	Packet
	
	15

	
	Case 1
	Packet
	
	20

	
	Case 2
	Packet
	
	20

	
	Case 3
	Packet
	
	20

	
	20 Flash Cards  80% or Higher

www.scsite.com/wd2010/learn Word Chapter 2
	SCSITE
	
	10

	
	Practice Test 17 correct or more

www.scsite.com/wd2010/learn Word Chapter 2
	SCSITE
	
	10

	
	SAM Word Part 2 Exam
	SAM
	
	27

	Total possible points
	
	
	164
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WORD  Chapter 2 Creating a Research Paper with Citations and References
Essential Questions
1. What are the essential elements of MLA documentation style for research papers? 

2. How do you change line and paragraph spacing in a document? 

3. How do you use a header to number pages of a document? 

4. How do you apply formatting using shortcut keys? 

5. Why do you apply paragraph indentation? 

6. What are ways to create and modify styles? 

7. What are the essential elements of MLA documentation style for research papers? 

8. How do you change line and paragraph spacing in a document? 

9. How do you use a header to number pages of a document? 

10. How do you apply formatting using shortcut keys? 

11. Why do you apply paragraph indentation? 

12. What are ways to create and modify styles? 
