Table Practice
Word Processing


· Open Word and create a document using normal margins (Page Layout/Margins).
· Save As 3 Table Exercise in the Exercise folder in the Word Processing folder on your Server.

· Reproduce the table as outlined below: 20 Rows and 4 Columns.
· Customer No:, Order No: and Date: should be Align Centre Left. 
· All text in column 1 is to be Align-Centred.  

· Align Centre Quantity, Price Per Unit and Total. 
· The table border should be blue, 2¼ points. 
· Apply this format around all borders of the cells in the first 4 rows and the Total cell at the bottom right. 
· Shade in cells as shown.

· Save and Close your document.
	Murphy's Electrical
Main St

Waterford
	Customer No:

	
	Order No:

	
	Date:

	Product
	Quantity
	Price Per Unit
	Total

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	Total
	


· Add a second page to your document
(press enter until a new page appears).
· Create the table below: 2 columns and 25 rows.
· Apply the table style: Medium Shading 1, Accent 4.
· Merge the top 4 rows and add the following heading:

Monster Walk Sponshorship Card 
· Align Centre this heading.
· Apply numbering in the first column (Go to Home, Paragraph, Numbering).
· Save the work you have done so far (Ctrl+S).

	Monster Walk

Sponsorship Card

	Name
	Amount

	1. Joan Sutton
	€5.00

	2. Tom Jones
	€10.00

	3. Lara Connolly
	€10.00

	4. Julie Jones
	€20.00

	5. Fiona Harrington
	€40.00

	6. Fiona Hearney
	€25.00

	7. Tríona Wallis
	€20.00

	8. Maura O’Donovan
	€15.00

	9. Allie Fogarty
	€30.00

	10. Diego Sanchez
	€15.00

	11. Paulita Sanchez
	€5.00

	12. 
	

	13. 
	

	14. 
	

	15. 
	

	16. 
	

	17. 
	

	18. 
	

	19. 
	

	Total
	


· Add another new page in your document.

· Create the table below, 8 Rows, 7 Columns.
· Apply shading (Lighter 80%) and borders (2¼ pts) of any colour to the table as shown.
· Save the work you have done (Ctrl+S)
· Insert a footer with your name on it.
· Print 1 copy of the document.
· Close your document.
· Go to Start, Computers and Go to your Server.
· Open the Word Processing Folder, the Exercise folder and confirm 3 Table Exercise is there. If not, find it and Save it correctly. 

· Close the window and Log-off.
Please note: at the end of this exercise you should have 1 file with three pages; each page should have a separate table on it.
	
	Bathroom
	Kitchen
	Floors
	Washing
	Laundry
	Cooking

	Monday
	Mike
	Tom
	Colin
	Ciara
	Ian
	Sarah

	Tuesday
	Tom
	Colin
	Ciara
	Ian
	Sarah
	Joan

	Wednesday
	Colin
	Ciara
	Ian
	Sarah
	Joan
	Mike

	Thursday
	Ciara
	Ian
	Sarah
	Joan
	Mike
	Tom

	Friday
	Ian
	Sarah
	Joan
	Mike
	Tom
	Colin

	Saturday
	Sarah
	Joan
	Mike
	Tom
	Colin
	Ciara

	Sunday
	Joan
	Mike
	Tom
	Colin
	Ciara
	Ian
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