Sample Table.  If you actually read the table, you’ll see that it has information in it that might actually help you perform some of the tasks when using the Table features in Word.  Read it over!

	Tables in Word

                              DS – double space          Merged Row

By Your Name

	Keys, Menu, and Terms to Remember
	What does it do?

	Tab Key
	To move to the next cell OR to add a row if you’re in the last cell of the table.

	Shift + Tab
	To move back a cell

	The Enter Key
	Makes the cell larger

	Word Wrap
	Automatically makes a cell larger to accommodate text

	Format Menu

     Borders and Shading
	To make gridlines appear

	Table Menu

      Table Properties
	To center a table horizontally between the left and right margin

	Merge Cells
	Merges columns together to make a solid row

	Mouse Pointer Shapes

      Selection Arrow

      Down Arrow

      The I-Beam

       Double sided arrows
	Changes depending on the task

      Points to an entire row

      Points to an entire column

      To select text only

      To adjust column widths



Save this as Progress Report.

Table Assignment #1

Create a progress report table.  Include the following information.

· Merge row one (hint: Highlight row one; Table Menu; Merge cells.  You must highlight the entire row, not just the text. Click on row one by pointing to the row outside the table in the left margin.)

· Title your table PROGRESS REPORT FOR:

· DS-double space

· Type your name

· Include the column headings below:

· Period

· Subject

· Teacher’s Name

· Grade to date

· Comments

· Teacher’s Initials

· Fill out the information in the table for Period, Subject, and Teacher’ Name.

· Your table must fit on one page in landscape or portrait orientation. (hint: File Menu; Page setup; paper size tab)

Table 1

Save this as Favorites.

Table Assignment #2:
Create a table listing your favorite CD’s.

Create a table with the following information:

· Merge row one

· Make up a title for your table

· DS- double space

· Type your name

· Include the column headings below:

· Title, Artist, Price*, Rating (you rate the CD: Excellent to Poor, or AAA, or Stars, you choose.)

· Select 10 different CD’s to include in your table.

· Bold the row with your favorite CD.

· Center the table horizontally on the page (hint: Table Menu; Table Properties).

· Your table must fit on one page in portrait orientation.

* You may obtain the price of the CD from web sites such as Amazon, Best Buy, Target, or Tower. 
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