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WP, DTP

In this project you
will:
9Compose a story
9Insert footnotes
9Check spelling
9Edit your story
9Insert headers and

footers
9Illustrate with

graphics

A s a member of the Journalism
Club, you volunteered to

obtain writing from a number of stu-
dents in the school for publication
in the school newspaper. You
decide to use a write-around tech-
nique. The newspaper will end up
with stories written by ten or more
students, working as a team.

Project Curriculum Skills
Language Arts

2



20
minutes

Write-Around the Room! 3

Story Start
1. Choose a story start from the list provided by your

teacher.

2. Type the story start using your word processing software.

3. Save the file.

4. After typing the start, start a new paragraph, and contin-
ue writing the story in your own words.

5. When you have typed a few sentences or more, insert a
footnote containing your first and last name at the end
of the paragraph.

If you need help with foot-
notes, use your software’s
Help feature and your
word processor to write
the steps for inserting
footnotes.

SKILLS CHECK

You may want to write
more than a paragraph if
you have a particular direc-
tion you wish to take with
the story.

NOTE

90
minutes

Write-Around
1. Now it’s time to move to another student’s computer.

2. Read what has been written so far.

3. Begin a new paragraph, and continue the story.

4. When you are ready to move to another computer,
insert a footnote containing your name at the end of
your paragraph.

5. Save the story.

6. Continue writing at different computers until your
teacher tells you to stop.
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30
minutes

Write an Ending
1. When you return to your computer, read all that has

been written.

2. Compose an appropriate ending to the story.

3. Save the story again.

40
minutes

Edit Your Story
1. Spell check the story.

2. Edit your story.

a. Read the story from start to finish.

b. Be sure that the story makes sense.

c. Make any changes necessary to make the story flow
as if one person wrote it.

d. Create a title for the story and place it at the top of
page 1.

3. Insert headers and footers to begin on page 2.

a. Header: Type your first and last name.

b. Footer: Type the story title at the left and insert the
page number at the right.

4. Illustrate your story with graphics. Use clip art graphics, if
available, or create your own.

5. Apply formats such as bold and italic to the document to
make it more attractive.

6. Save the story again.

If necessary, use your soft-
ware’s Help feature and
your word processor to
write the steps for insert-
ing headers and footers.

SKILLS CHECK

Formatting Suggestions for
Word Processing Docu-
ments
✔ Use at least a 12-point

font and an easy-to-
read font style.

✔ Center and apply for-
matting to headings and
titles when appropriate.

✔ Emphasize words and
phrases by using bold,
italic, or underline.

✔ Emphasize important
information by using
bullets or numbering.

✔ Insert clip art where
appropriate.

NOTE
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Write-Around Story Starts

1. The thunder of hooves rang out across the desolate terrain. The horses were tired
and hungry, but I had to keep pushing them. There was precious little water to be
found, and we were sitting ducks for rustlers in this flat, open country.

2. Today was “family day” at the park. As Mom, Dad, and my little sister finished
their picnic lunch, I wandered toward the edge of the woods. No one noticed as I
followed a path deeper and deeper into the forest. Suddenly, the path ended at
the opening to a dark cave. I stopped for a moment and then decided to explore.
As I ducked into the opening, I noticed a strange smell.

3. It was summer vacation, and my friends and I had nothing to do. As we waited
for my Mom to drive us to the pool, we decided to dig a hole in the flowerbed.
Of course, we’d have to fill it in before Mom saw it, but we’d worry about that
later. We dug deeper and deeper. Suddenly, a strange rumbling noise came from
the hole.

4. It was an average day at Beverly Hills Middle School, where we were in computer
class, gamely learning all about spreadsheets. Suddenly a bolt of lightning illumi-
nated the lab, followed by a clap of thunder. The inevitable power surge crackled
through the network, leaving all but Mrs. Gonzales’ computer in a mass of melt-
ed plastic.

5. The pleasure of my daily run one chilly April morning was abruptly shattered by
the shrill wail of a siren. I followed the sound along a narrow alley.

6. “One thousand one, one thousand two, one thousand three. . . .” The seconds
seemed like hours as I struggled to focus on the math problem at hand. The clock
made its painfully slow ascent toward 2:44, and finally, I was free. I shot down
the hall toward the exit, dodging bodies as I thought about what was to come.
Summer vacation was finally here!

7. The insistent ringing of the phone abruptly wrenched me from a sound sleep. The
illuminated hands on the bedside clock read 2 a.m., an atrocious hour for anyone
to call.

8. “I will make it. I will make it.” The chant continued in my head as I marched
through the main entrance of Columbia Records, Inc. The elevator walls were
lined with pictures of my idols that seemed to mock me as they smiled down at
my shaking knees and pounding heart. “Pull yourself together,” I commanded
myself as I stepped off the elevator.

9. Her eyes were green—as intense as the jungle that surrounded her. I watched the
tiny shaft of sunlight dance on her golden hair. The cries of the jungle’s inhabi-
tants went unnoticed as our eyes met.

10. The scorching pain in my shoulder jolted me awake. The blood on my shirt con-
firmed that I had been wounded. As I dragged myself upright, I struggled to
remember what had happened.
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Read the stories completed by your class. Do the
stories contain any plots that remind you of current
happenings in the news? What current events do
they resemble?

Curriculum Connection



SS

In this project you
will:
9Create a spread-

sheet
9Use formulas
9Add a sheet to the

workbook
9Rename the sheet
9Insert graphics in a

workbook

C ongratulations! You just won
the National Sweepstakes

second prize—$120,000. It’s not $10
million, but it sure is nice! You’ll be
receiving $10,000 on the first of
each month for the next 12 months.

Create a spreadsheet that shows
what you will buy each month. Add
a sheet to the workbook to show
what you will save toward your col-
lege fund.

What will you do with all this
money? Be creative!

Project Curriculum Skills
Mathematics

7
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60
minutes

Create the Spreadsheet
1. Design your spreadsheet using the one shown in Figure

2-1 as a model.

2. Begin each month with a $10,000 deposit.

3. End each month with money left in the account. You’ll
put this money toward your college fund. The goal is to
put most of the money in the college fund.

4. Continue adding items to the spreadsheet until you’ve
completed 12 months of data. You must end up with at
least $2,500 in your account at the end of each month.

5. Save the spreadsheet.

The Balance column will
contain the formula to
calculate the amount spent
from the $10,000 deposit.
If you’re unsure about how
to use formulas, use your
software’s Help feature
and your word processor
to write the steps for creat-
ing formulas.

SKILLS CHECK

Figure 2-1 Bank record



30
minutes

Calculate Your College
Fund
1. In the same file, create a new sheet for your college

fund.

2. Name the new sheet College Fund.

3. Rename Sheet 1 Bank Record.

4. Save the file.

5. List all the amounts you set aside for your college fund,
as shown in Figure 2-2.

6. Apply formats such as bold, italic, and fill colors to the
spreadsheet to make it attractive. You might also add
appropriate clip art.

7. Save the file again.

National Sweepstakes 9

If necessary, use your soft-
ware’s Help feature and
your word processor to
write the steps for naming
a new sheet.

SKILLS CHECK

Use the ending balance
each month for the college
fund amounts.

NOTE

Formatting Suggestions for
Spreadsheets
✔ Use an easy-to-read

font style and size.
✔ Distinguish column

headings from data by
using bold, italic,
underline, and fill
colors.

✔ Emphasize the title of
the sheet by using
larger font size or a
color, or both.

✔ Format all dollar
amounts to two deci-
mal places and use the
dollar sign.

✔ Insert clip art where
appropriate.

NOTE

Figure 2-2 College fund



• What would be the value of $120,000 in a for-
eign country? Would you be able to buy more or
less than you would here? Go online to research
your answer. List your findings in a spreadsheet.

• How much would it cost to go to college in a for-
eign country? List the tuition and expenses in a
spreadsheet.

10 Project 2

Curriculum Connection

Calculate how much you would have in your col-
lege fund if you received 5% interest. Calculate the
average amount of money spent each month.



DB, Internet

In this project you
will:
9Compile research

using magazines
from the library or
using the Internet

9Create a table
9Sort the table

alphabetically

You’ve been given the task of
compiling research for the

school newspaper. Your assignment
is to make a list of magazines in
your school’s library and create an
informative table that will be help-
ful to the students of your school.

The editor has asked you to choose
ten magazines from your library
and summarize information about
them. If your library has a limited
selection, use the Internet to search
for magazines.

Using database software, you will
organize and list all your findings.

Project Curriculum Skills
Language Arts, Science, Social Studies

11
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60
minutes

Compile the Research
Data
1. Choose ten magazines from the library or the Internet

that interest you.

2. For each magazine, write down the information you need
to complete the table started in Figure 3-1.

30
minutes

Enter Data into Your Table
1. Use your database software to create a table with the

field names listed in Figure 3-1.

2. Record the data about the ten magazines you chose.

3. Save the file.

4. Sort the table alphabetically according to Name of Maga-
zine.

5. Now sort the list alphabetically by Major Content Area.

6. Save the file again.

Good Resource
ID Name of Magazine Date of Issue Major Content Area for Assignments In

1 Sports Illustrated for Kids Winter, 2000 Sports Wellness/fitness

Figure 3-1 Magazine data

If you need help with sort-
ing, use your software’s
Help feature and your
word processor to write
the steps for sorting a
table.

SKILLS CHECK



Choose a current news topic. Find newspaper sites
on the Internet or use the newspapers in your
library. Read stories about this topic in the different
newspapers. Are there differences in how the vari-
ous newspapers report on this topic? Create a data-
base using your research findings. Use the field
names Newspaper, Date, Topic, and Their View as
the fields in your database, or create your own field
names.

Magazine Research 13

Choose a topic that you are currently studying in
science class. Use the Internet or magazines to find
at least five articles on this topic. Create a database
to record the information you find. Which magazine
has the most useful information? Is the information
up to date? Write a short summary about some-
thing you learn from the articles.

Curriculum Connection



SS, Internet

In this project you
will:
9Use the Internet to

compare prices
9Bookmark sites
9Create a

spreadsheet with
formulas

9Copy formulas
9Apply formats
9Merge cells
9Apply currency

formatting
9Insert clip art

It’s your lucky day! Your school
has received $25,000 from an

unknown benefactor to use for tech-
nology purchases for your school.
Your principal has asked the
student council to provide a
suggested shopping list. The
money is for technology “extras”
but not for computers, printers, and
so on. It’s time to go shopping!

Project Curriculum Skills
Language Arts, Mathematics

14
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45
minutes

Research What to Buy
1. Use the Internet or newspapers to compare prices and

shop for items.

2. If you are using the Internet for your research, bookmark
the sites you visit for future reference.

3. Write down ten items you want to purchase and the price
for each.

Use your Internet
browser’s Favorites or
Bookmarks feature to save
sites you visit often.

TIP

45
minutes

Create a Spreadsheet
1. Create a spreadsheet to record your purchases.

2. Enter a title for the spreadsheet.

3. Label the columns as shown in Figure 4-1.

4. Enter your data and save the spreadsheet.

5. Enter a formula in the Total column to calculate the cost
of each item.

6. Copy the formula for the first item to the other nine
items.

7. Enter a formula to calculate the Grand Total amount.

8. Format the Cost and Total columns as currency with two
decimal places.

9. Use your software’s merge feature to center the title
across columns.

10. Increase the font size, add bold, and a fill color to the title.

11. Bold and center column headings and the Grand Total
row heading.

If you’re unsure how to
copy the formula, use your
software’s Help feature
and your word processor
to write the steps to copy
formulas.

SKILLS CHECK

If necessary, use your soft-
ware’s Help feature and
your word processor to
write the steps to merge
cells.

SKILLS CHECK
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12. Apply a fill color to the column headings and the Grand
Total row heading.

13. Insert clip art where appropriate.

14. Save the spreadsheet again.

Figure 4-1 Technology purchase spreadsheet

Formatting Suggestions for
Spreadsheets
✔ Use an easy-to-read

font style and size.
✔ Distinguish column

headings from data by
using bold, italic,
underline, and fill
colors.

✔ Emphasize the title of
the sheet by using a
larger font size or a
color, or both.

✔ Format all dollar
amounts to two deci-
mal places and use the
dollar sign.

NOTE



✔ Look in the weekend newspaper for store ads.
Choose two stores that sell similar items. Read
the ad and compare five or more products from
each store. Look for special deals or offers in each
advertisement. Create a spreadsheet to compare
prices. Use graphics and format the spreadsheet
to make it more attractive. Use your word
processor to write a short paragraph explaining
which stores you would buy from and why.

✔ Use presentation software to create a presenta-
tion for members of the school board to
convince them to buy the items on your wish
list. Your presentation should explain how each
item would enhance learning. Include graphics in
your presentation. Practice giving your presenta-
tion to your classmates and teacher.

Striking It Rich! 17

Assuming you earn the minimum wage per hour,
how many hours would you need to work to buy
two items on your wish list? Assuming that you
are in school from 7:30 a.m. to 3:00 p.m., Monday
through Friday, how many days would it take
you to reach the number of hours you need?
Create a spreadsheet with two tables to answer
each question.

Curriculum Connection


