Microsoft Word 2007
Tutorial 10 Internet Assignment

Vietnam War Battles

From 1965 to 1973, American troops fought in Vietnam. It was a long and brutal struggle, and there were many major battles during the course of the war. The Internet is rich with sites that present information on this conflict. In this project, you will use the Internet to locate information about several major battle hotspots of the war. You will create several subdocuments and format the information into a multi-page master document.

1. Start Word and open a new document. Go to the Page Layout tab and set the margins at Normal.

2. Display nonprinting characters by clicking the Show/Hide button in the Paragraph group on the ribbon.

3. Press Enter 6 times and add the following text: The Vietnam War then press Enter.

4. Add this text: A description of three significant battle hotspots then press Enter.

5. Type "By" on the next line, press Enter, and then type your name.

6. Press Enter and add the current date.

7. Save the document as Battle Locations Report (Your Name).docx. This is your master document.

8. Compose an introductory paragraph for your report.

9. Add a Next Page section break that places the introductory paragraph on the next page. 

10. Start your Web browser and connect to the Internet. Use your favorite search engine and locate one or more Web sites with Vietnam War information. 

11. Locate information on these hotspots: 

a. The Ho Chi Minh Trail

b. Hue

c. The Gulf of Tonkin

12. For each of the locations listed above, find a Web page(s) with a description of why it played a significant role in the war. It could be a newspaper account, a soldier's report of a battle, etc.

13. Copy the information to a new Word subdocument where you will do some preliminary formatting before inserting it into the master document. Also copy the URL where you found the information. You will use that at the end of each description to give credit to the source of the information. Each description should fill at least one page of the new document, and should be no more than two pages. You can pull information from multiple Web sites.

14. Following the last line of the descriptive text, Press the Enter key twice, enter Source(s):, press the spacebar, and then insert the URL(s) where the information was obtained.

15. Save each subdocument (for example: Hue.docx).

16.  In each subdocument, create a title by inserting a line at the beginning with this text or something similar: A Significant Battle at x (Month Year). Replace the x with the name of the incident, and enter the month (if possible) and year when the incident took place. Remove any hyperlinks that may have been copied.

17. Reformat the text of each subdocument to match the default font of your master document (Calibri 11 is the default font for Word 2007).

18. Resave each subdocument. When you are finished you should have one file for each place listed in Step 9.

19. Return to the master document Battle Locations Report (Your Name).docx. The summary paragraph should now be on a page by itself. Enter a Next Page section break at the end of the summary paragraph. 

20. Insert each of the files you created as subdocuments. Add them in the same order as they appear in Step 9.

21. Add a Next Page section break after each Source line.

22. Select the first line (the title of the incident or battle) and, from the Styles group on the Home tab, apply the Heading 1 style and center it on the page. Scroll through the document and convert any other headings or titles within the text to Heading 2 and/or Heading 3 styles. Avoid using more than Heading 3 for this project. 

23. Click the Page Layout tab and check the paragraph settings for Heading 1 and all other headings to be sure the Widow/Orphan option box and the Keep with Next boxes are both checked.

24. Go to the title page and select the The Vietnam War text line. Select Title style and Align Center.

25. Select the subtitle on the title page, select Subtitle style, and center it.

26. Enter a hard page break after the summary paragraph. 

27. On the new page following the page break, enter Contents. Select the text and apply the Heading 1 style. 

28. Position the cursor at the beginning of the title for the Ho Chi Minh Trail page. Click the Insert menu, then click Page Number in the Header & Footer group. Point to Bottom of Page and select Plain Number 2. 

29. Click Page Number again, click Format Page Numbers, and select Start At. Enter 3. The page number will now be centered on each page, except the title page and contents page.

30. You will now create an index. Beginning with the page describing the Ho Chi Minh Trail, select the name of a U.S. military unit, a naval destroyer, or a town involved in the battle.  Press the Alt+Shift+X keys to open the Mark Index Entry dialog box. Click the Current page option if not already selected, and then click the Mark All button. Click the Close button to close the dialog box. Find another name or location to add to the index, and repeat the procedure. Do this for each significant name or place that you want to appear in your index.  You will need a minimum of two indexed entries per topic.

31. When you are finished marking entries, press the Ctrl+End keys to go to the end of the document. If the nonprinting characters are currently displayed, click the Show/Hide button to turn them off. Enter Index, and press the Enter key. Select the Index text you just entered and apply the Heading 1 style to it. 

32. Move the cursor to the blank line below the Index text, press Enter to add a blank line, and click the References tab. Click Insert Index. Click the OK button to have Word create the index. 

33. Press Ctrl+Home to go to the top of the master document. Scroll to the second page with the Contents text. Position the cursor below the Contents header, and press the Enter key to insert one additional blank line. Click the References tab, click Table of Contents, and Select Automatic Table 1.  Insert a hard page break after the Table of Contents. 

34. Change to Print Layout View. Check your document for accuracy. Make sure each footer shows the proper page number. 

35. Save the document. 

36. Click the Review tab, click Protect Document, select Restrict Formatting and Editing, and place a check mark in Allow only this type of editing in the document: No changes (Read only). Then click Yes, Start Enforcing Protection. Enter the following password: Vietnam. Click OK.

37. Close the document and exit Word. 

