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Ms. Salvo

Exercise 5D TABLES  

· Press Enter 3 times

· Type Exercise 5D TABLES 
· (Save 

· Click on Insert, then Table. 

· Choose 2 columns, 5 rows. Click OK 

· Type the following.  Use the Tab key or an Arrow key to move to the next cell. 

	Shoe Size
	Percentage of Population

	6
	10%

	7
	45%

	8
	25%

	9
	20%


· Position mouse pointer on the column border (line in front of Percentage of Population).  Mouse pointer changes to a double-vertical line with arrows pointing left and right.  Click left mouse button and drag the border left to adjust the column width to fit the text.

· Repeat this to resize the right column (drag left the last vertical line). 

Note:  This can also be done using the AutoFit (Contents) option in the Table menu. 

· Highlight the column headings. 

· Select design under the Table Tool Bar
· Select the Shading Colour (paint can) drop-down arrow to shade in the headings. 

· Select a light gray colour.  
· From the View menu select the Print Layout option. 

· Click inside the table on one of the cells. 

· Right click on table/ select/ table
· Select left alignment from the toolbar. 

· Select centre alignment from the toolbar. 

· Using mouse, highlight the table. 

· From the Table Tools, select Design, click on arrow to see more table styles. 
· A list of available table designs will appear.  Scroll through the list to see the different Formats. 

Note:  Table AutoFormat overrides existing formatting.  Previous borders, fonts, shading, colours, etc. 

 will be gone unless you change the options for Formats to apply. 

· Select a Format of your choice.  Click ok. 

· Make sure that you center your table and all the text.

· (Save
You may have to adjust the top and bottom margin to make the 4 exercises fit to one page, or use the special feature in print preview: shrink to fit
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Exercise 6 Program/ Columns Layout  

This assignment requires you to create a program for a fictitious talent show.  Your final product will contain columns (balanced on all sides) and will be printed on both sides of a sheet of paper in landscape mode. Neatness, balance, professionalism

Newspaper

 practice  BE PATIENT AND SAVE OFTEN  

1)
First create a table
a) Open document named OTHELLOTEXT on the course website
2) (Save  as Othello in your folder

2) Place the cursor above the  heading Othello,

2) Insert a table for 4 columns and 5 rows.
2) Format the table

a) Choose a table style of your choice.
	Play
	Student
	Regular
	Corporate

	Othello
	12.95
	20.75
	17.95

	Macbeth
	12.95
	20.75
	17.95

	Hamlet
	12.95
	20.75
	17.95

	Series
	36.00
	55.00
	45.00


2) Select first row of the table

2) Clear all border except the bottom border

2) Shade the row White, Background 1, darker 15% by hovering on the different grey shades until you found the correct one
3) Use columns to format text

3) Choose PRINT LAYOUT

3) Place your cursor in front of Othello heading
3) Make 3 columns from this point forward (Page layout/columns)
3) Place a column break at the heading of Macbeth and at the heading of Hamlet 

(Page layout/breaks/column breaks)
3) Insert a blank line before Othello, Macbeth and Hamlet

3) Place insertion point in front of the Heading of STILL CAN’T DECIDE, make one column from this point forward

3) Insert a blank line before that heading

3) Select “Still can’t decide”, change the style for NEW HEADING Times New Roman font size 14
3) Justify your text
3) Bullet the last 4 lines of this section

· special ,,,,,

· discount….

· four…..

· Plus…..

4)  Position text and graphic

a) Select the chart object near the end of the document

b) Shrink the chart object to 80-90% of its original size (you might have to adjust later on)

c) Click insert, click text box

d) Drag the chart to the left of the last paragraph, aligning the top of the frame with the first bullet and at the edge of the left of the chart with the left margin, not in the margin. (see completed document)

e) Double Click on the chart and change January 90 sales from 70 to 95

f) Delete the borders

5) The side and divider

a) Select the entire shaded paragraph near the beginning of the document, not the title 

b) Insert it in a text box. 

c) Resize the textbox about 1 inch wide.

d) Change the font to 9pt.

e) Centre the text in the textbox

f) Drag the textbox to the left in the margin, center in the margin. (measures about 1.5” by 5”  

g) Should extend from the center of the table to the Bottom title (still can’t…) you may have to re-adjust later for a balanced finish.

h) Shade the box to 10%

i) Insert the DIVIDER3 graphic (on the server) above the heading Still Can’t Decide, 

j) Select the graphic and drag the sizing handles to place it in the xenter of the main area.  (should be about 5 X .5 in)

6) Finish it
a)  Insert a Header (View/ Header and footer)

b) Type Winter 1995 in the header area

c) Press tab twice and insert the date on the header toolbar (ALT+SHIFT+D)

d) Insert a L tab at 4 in

e) Switch to the footer and type © 1995, Square Peg Theatre, 

f) In the Footer the right tab has a right aligned tab already in it.  Make sure that this tab is inside the margins of the documents then press Tab twice and type YOUR name

g) Close header footer toolbar

h) Check with the teacher’s document, make adjustment, save, print

7) Title: 
a) Place it in a textbox

b) Insert the 2 lines of the title in a text box with a 3pt border on the bottom border and regular 

            border for the other 3 borders
�
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