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Creating a Research Paper

Overview

In this lesson, students will use Word to develop a research paper using widely accepted style conventions. The MLA (Modern Language Association) guidelines for the development of research papers are introduced in this lesson. Accepted style conventions are explained and, using them, students will set up their own research papers. Students will learn about footnotes and endnotes, and how to insert, edit, delete, and convert one to the other. Setting up a table of figures, students will create a guide to graphic elements in their papers. Students will learn how to include information about their documents by making use of the Properties dialog box. They will also learn how to access additional useful resources for writing research papers through the Research Task pane. Finally, students will learn how to create a table of authorities, a tool unique to the legal industry.
Lesson Topics

	Understanding Research Paper Styles

· MLA Style Guidelines
	Working with Footnotes and Endnotes

· Footnote and Endnote Links
· Editing and Formatting Footnotes and Endnotes
· Deleting Footnotes and Endnotes
· Converting Footnotes to Endnotes and Endnotes to Footnotes
	Working with a Table of Figures and Captions
· Creating a Guide to Graphic Elements in a Document

	Working with Document Properties
· The General Tab

· The Summary and Contents Tabs

· The Statistic Tabs

· The Custom Tab
	Using the Research Task Pane
· Additional Resources

	Working with a Table of Authorities
· Tracking Citations in Legal Documents



	Concepts/ Hands-On
	Concepts Review
	Skill
Builders
	Assessments
	TOTALS


	2 hrs 30 min 
	15 min
	45 min
	30 min
	3 hrs 00 min


Preparing for this Lesson

A complete installation of Word 2003 is the only requirement for successful completion of this lesson.

Lecture Plan

	Major Topic
	Subtopic(s)
	Discussion

	Understanding Research Paper Styles


	· MLA Style Guidelines 

	Notes
· Discuss the MLA Handbook for Writers of Research Papers.
· Point out various elements of research papers as addressed in the MLA Handbook.
Questions

· Ask: Do you know of any other style guides? (American Medical Association, the Chicago Manual of Style, Associated Press, etc.)

· Ask: Why is it important to adhere to a standard style guide?

· Ask: What are the benefits of using a definitive style guide?

· Ask: Do you expect to write a research paper in the near future? Provide details.

	Working with Footnotes and Endnotes
	· Footnote and Endnote Links

· Editing and Formatting Footnotes and Endnotes 
· Deleting Footnotes and Endnotes

· Converting Footnotes to Endnotes  and Endnotes to Footnotes 
	Notes
· Compare footnotes and endnotes.
· Explain footnote and endnote links.
· Set margins and line spacing for a document.
· Insert a footnote and an endnote.
· Display the footnote pane.
· Show how to edit a footnote and an endnote in Print Layout view then in Normal view.
· Delete a footnote and an endnote.
· Show how to convert footnotes to endnotes.
Questions

· Ask: Can you think of examples when you might use footnotes?

· Ask: Can you think of examples when you might use endnotes?

· Ask: Does it make sense to use footnotes and endnotes in the same document? Why or why not?

· Ask: Why might you choose to view footnotes using the Footnote pane?

· Ask: Can you think of examples when you might want to convert footnotes to endnotes or vice versa?

· Ask: How does a footnote compare with a footer?

	Working with a Table of Figures and Captions
	· Creating a Guide to Graphic Elements in a Document 
	Notes

· Explain the purpose of a table of figures.
· Explain the use of captions and the Caption dialog box. 
· Compare the use of captions in a table of figures to the use of headings in a table of contents.
· Explain the Table of Figures tab on the Index and Tables dialog box.  
· Insert a file containing graphics. Add captions.
· Edit a caption.

· Insert a table of figures.

· Change the numbering format of the captions.

· Update the table of figures.

Questions

· Ask: Do you see the usefulness of having a guide to the graphic elements in a document? Explain.
· Ask: Do you think it is worth the extra work to create a table of figures?

· Ask: What project are you working on now or will you be working on in which you can make use of this tool?

	Working with Document Properties
	· The General Tab  
· The Summary and Contents Tabs

· The Statistic Tabs 
· The Custom Tab  
	Notes

· Open the Properties dialog box and explain the features of the General tab.
· Explain the features of the Summary tab. Type in additional information.

· Click the Save Preview Picture checkbox. Explain its relationship to the Contents tab.
· Explain the features of the Statistics tab.

· Explain the features of the Custom tab.

Questions

· Ask: Which tabs do you think you will use on a regular basis?
· Ask: Do you find knowing the document’s properties to be useful information?

	Using the Research Task Pane
	· Additional Resources 
	Notes

· Open the Research task pane.
· Point out the various available materials in the listing. Mention that Word provides thesauruses for languages other than English.
· Explain that some resources require you to subscribe in order to use them.
· Demo using the English thesaurus.

· Demo how to use the Internet to conduct research. Mention that you must be connected to the Internet to use online resources. 
· Copy Web text and paste it into a document.

Questions

· Ask: Is the Research task pane helpful to you and your work?
· Ask: Which resources do you think you’ll use?
· Ask: When might you need to refer to a thesaurus in a language other than English? Be specific.

	Working with a Table of Authorities
	· Tracking Citations in Legal Documents 
	Notes

· Explain the purpose of a table of authorities. Point out that it is typically used in the legal industry.
· Explain the process of creating a table of authorities.
· Mark citations and insert a table of authorities.
· Change the table of authorities format.

Questions

· Ask: Can you make use of a table of authorities in your work? Explain.
· Have students brainstorm the similarities and differences among table of contents, index, table of figures, and table of authorities.
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