BCIS II

Six-Weeks Exam (Part I)
Directions:

1. Part I is due at the end of the class period.  You will NOT be allowed to continue working on the exam after class.  So, read all the directions carefully.  Do not waste any time, and make sure you complete the exam in the allotted time.

2. Open the Exam Template file from the BCIS2/Word webpage.

3. Use full justification on the entire report.

4. Use hyphenation on the report

5. Set-up a different first page header.

6. Add a “normal” header on the FIRST PAGE only.

7. Format the report as a TOPBOUND report.

8. Starting on page 2, format the report as a LEFTBOUND report.  The LEFTBOUND portion of your report will be pages 2, 3, 4, … , etc. – not page 1.
9. Use a different HEADER and FOOTER on the LEFTBOUND portion of your report.

10. Type your last name in the top left-hand corner of the LEFTBOUND portion of your report.

11. Type the date in the top right-hand corner of the LEFTBOUND portion of your report.

12. Center the page number at the bottom of the LEFTBOUND portion of your report.
13. Insert Table 1 (from the BCIS2/Word webpage) before the last paragraph of your report.

14. Change each column to 1.5”.

15. Center the table horizontally.

16. Type the Table 1 information (from the BCIS2/Word webpage) using necessary tabs for proper alignment and formatting.
17. Center (in ALL CAPS) a heading above your table.
18. Print all three (3) pages and staple in order.
