Senior Seminar 2, Winter 2009

Combining your Chapter files into a single Paper file
Here is a method for combining your Chapter files into the one file for your paper.

The overall process is simple; just copy and paste each chapter, one by one, into a file that holds the overall paper. The detailed steps are below.

1. Open your word processor (referred to as Word below) and make sure it is in Print Layout mode. In Word 2007 this is on the View tab, while for Word 2003 and earlier, it is on the View menu item. In this mode, you can see page breaks on the screen.

2. Open a new document (probably happens automatically) and type your cover page.

3. Start a new line (by tapping the <Enter key>) and do Insert then Break then Page Break. The cursor should be on the new, empty page.
4. Save the file, giving it a title appropriate for your paper as a whole. This is the file that you will put all of the chapters into.

5. Start a second copy of Word, just the way you started the first copy, and open Chapter 1 in this new copy.

6. Still in the new copy of Word, do Select All. In Word 2007, this is part of Select on the Home tab, while in Word 2003 and earlier, do Edit then Select All. This selects your whole chapter, and you should now see the whole chapter highlighted.
7. Still in the new copy of Word, do Copy. In Word 2007, this is in the Clipboard section of the Home tab, while in Word 2003 and earlier, it is in the Edit menu item.

8. No go back to the first copy of Word by clicking on its marker at the bottom of the whole screen (called the Task Bar). Make sure the cursor is position at the top of your new page from Step 3 above. Do Paste. In Word 2007, this is in the Clipboard section of the Home tab. In Word 2003 and earlier, it is in the Edit menu item.

9. Save the first copy of Word. You can use the diskette icon to do this.

10. Close the second copy of Word.

Now go back to Step 3 and add in the next chapter, by following the steps. Repeat for each chapter. If your List of Works Consulted is already in a file, you can add it in the same way. If not, you can type it at the end of the five chapters.

