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Insert Footnotes

Creating a Research Report

Objective:  Learn how to add page numbers, use draw tools, and add footnotes while creating a research report.

Open a new document.
Drawing a rectangle

1. At the new document, click the print layout view button on the scroll bar, or from the view menu, choose print layout.
2. On the standard toolbar, click the drawing button to activate the drawing toolbar.  

3. On the drawing toolbar, click the rectangle button.
**if you see the drawing canvas box, click-and-draw your rectangle outside of it and the drawing canvas box disappears.  To permanently remove the drawing canvas, do the following: 1) from the tools menu, choose options 2) from the options dialog box, click the general tab and uncheck the box that says automatically create drawing canvas when inserting auto shapes  3) click ok

4. In your document, click-and-drag until you have drawn a rectangle.
Change the rectangle’s line, color fill and position

1. Select the rectangle so that the size handles are visible.
2. From the format menu, choose auto shape.
3. Click the colors and lines tab and make the following:
· fill color – light gray (8 across, 4 down)

· line color – light gray (8 across, 4 down)

4. Click ok.
5. Select the rectangle and resize it so that it is approximately 1” high and 2” long.

6. With the rectangle still selected, click-and-drag it to the top-left corner so that it does not extend beyond the margins.
7. Deselect the rectangle and double-click underneath and to the right of the rectangle.
Type the title and creating a decorative underline

1. From the format menu, choose font.
2. From the font dialog box, choose font size 20 and use a different font.

3. Click ok.
4. Type your text, “The future of Computers” and press the enter key twice.
5. Click the align left button.
6. Underneath the title, use the rectangle tool again to click-and-drag a narrow rectangle across the page.
7. Follow steps 1 – 5 to change the rectangle’s lines color and fill.
Typing the text

1. Double-click beneath the decorative underline.
2. Press the enter key twice.
3. From the formatting toolbar, change the font size to 12 and press the tab key to indent.
4. Copy the text from the example onto your paper.
Insert footnotes

1. Click where you want to insert a footnote.  For this example, at the end of the selection.
2. From the insert menu, point to reference and choose footnote.
3. At the footnote and endnote dialog box, choose footnotes.  Leave the number format on 1, 2, 3… then click insert.
4. A line appears with a number 1 underneath it.
5. Type your footnote (This paragraph is from Computer Education for Teachers: Integrating Technology into Classroom Teaching.  4th Edition, McGraw-Hill written by Vicki F. Sharp.
6. When you are finished, scroll back to where you were and click, and then continue typing.
7. To delete this footnote, select its reference mark (number) and press delete.
8. To edit the footnote, double-click on its number.
Adding page numbers

1. From the insert menu, choose page numbers.
2. Make the following changes at the page numbers dialog box:
a. position – bottom of page (footer)

b. alignment – center

c. check – show number on first page

d. click ok

3. The page number should appear centered at the bottom of your document.
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