Table Exercise 









Lesson 1

1. Create a new Document and Save As Marks in your Exercise folder in your Word Processing folder on your Server.

2. Now create the table shown below in your document:

Use Calibri 14pts for the font. 

Align Centre Right text in Column 1
Align Centre text in Columns 2-4.
3. Save your document (Do not click Save As).

4. Close Marks.

	Student Name
	September Test
	December Test
	June Test

	Murphy,  Mary
	56
	78
	87

	Ahern,  John
	45
	56
	50

	Ryan,  Caroline
	70
	78
	79

	Hayes,  Deirdre
	66
	72
	85


Lesson 2

1. Open the Marks file again.

2. Makes the following changes:
Delete the June Column.

Italicise text in the first row.

Align Centre Left the names in the first column.
	Student Name
	September Test
	December Test

	Murphy,  Mary
	56
	78

	Ahern,  John
	45
	56

	Ryan,  Caroline
	70
	78

	Hayes,  Deirdre
	66
	72


3. Save As Marks 2.

4. Close the document.

Lesson 3

1. Open the Marks 2 file in your Server.

2. Add a 3 point green border to the outer border of the table.

3. Adjust rows/columns using Autofit to Contents to ensure space is used effectively.

4. Select the first row.  Change the background colour in the cell to Light Green.
5. Select the cells containing the student names.  Choose a different background colour for these cells.

6. Sort the table based on student names in ascending order.
	Student Name
	September Test
	December Test

	Ahern,  John
	45
	56

	Hayes,  Deirdre
	66
	72

	Murphy,  Mary
	56
	78

	Ryan,  Caroline
	70
	78


7. Save As Marks 3 in the Exercise folder.  
(You should now have 3 files saved in total.)
8. Close Marks 3.
Lesson 4

1. Open the Marks 3 file.

2. Add a new row to the top of the table.

3. Select this new row and merge the cells.

4. Insert a heading Exam Results in this cell and centre this text.
5. Select the student names and make them bold.
6. Apply 1.5 line-spacing to all rows except the heading.

7. Select the table and centre it in your document.

8. Save As Marks 4.

9. Close Marks 4.

	Exam Results

	Student Name
	September Test
	December Test

	Ahern,  John
	45
	56

	Hayes,  Deirdre
	66
	72

	Murphy,  Mary
	56
	78

	Ryan,  Caroline
	70
	78
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