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Introduction:  Leaders are the dots that appear from the 1st column to the 2nd below.  There are many different types of leaders but we will be using the dots.  You can find leaders through your Tabs option under the format menu.  Leaders provide the function of helping our eyes focus on the particular row that we are reading.  Many authors use leaders in their Table of Contents or financial information such as a Balance Sheet or Statement.  Please follow the directions within this document.
NUMBER OF CHROMOSOMES


Fruit Fly
8

Carrot
18

Lettuce
18

Garden Pea
20

Cat
32

Earthworm
36

Human
46

Chimpanzee
48

Gorilla
48

Orangutan
48

Sand dollar
52

Horse
64

Dog
78

Adder’s Tongue Fern 
1262

Directions:  Please follow the steps below to complete this leader, word and excel project.

Part I:  

1. Type in the title, “NUMBER OF CHROMOSOMES.”  12 font, bold and center.

2. Create a text box by using the text box icon on your drawing toolbar.  [image: image1.png]



3. Draw your text box by dragging the mouse and drawing the rectangle equal to the size shown above.  

4. Drag it outside the drawing box to the location of where you would like it placed.

5. Delete the drawing box.

6. Type the information above into your text box.  Check your spelling with your spell check option within the standard toolbar.  [image: image2.png]



7. Click on your text box and choose the 6 point border from the line style button on your drawing toolbar.  [image: image3.png]



8. Choose a shadow (style 2) from the shadow button on the drawing toolbar.  [image: image4.png]



Part II:  

Create leaders as shown above following the directions below:

1. At your left margin, type the first organism, “Adder’s Tongue Fern.”

2. Set a right tab [image: image5.png]


 at the right margin setting on the ruler above.  Note:  You will need to change the default tab setting  [image: image6.png]


 by clicking that button until you see the right tab setting:  [image: image7.png]



3. Click the mouse on the right margin of the ruler.  Your right tab will be set here.
[image: image8.png]2 S




4. Open your format menu and go to tabs.  You will note that the measurement that was used to set the right tab at has been placed in the setting provided as “tab stop” position.  It will also state what type of tab it is.  Ex:  left or right
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5. Choose the type of leader you will use.  Choose the dots.  (Leader 2) and hit set.  
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6. Close that window.  

7. Place your cursor after your words already typed, “Adder’s Tongue Fern.”

8. Hit tab
9. You will see the dots occur across the page and will stop at your right tab.  See example given above.
10. Type the number 1262 here.  This will line up on the same line as Adder’s Tongue Fern.

11. Hit enter.  

12. Type the next organism, “Carrot”.  Hit tab and type in the next number “18.”

13. Continue this procedure through the last organism, “Sand dollar.”

14. Save your work as “chromosomes and leaders”.

Each species has a characteristic number of chromosomes in each cell.  The following data lists the number of chromosomes found in some organisms.  Fruit flies, for example, have only eight chromosomes in each cell.  Some species of organisms have the same number of chromosomes.  For example, potatoes, plums and chimpanzees all have 48 chromosomes in each cell.
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