Customizable Assessment

Working with Advanced Tables and Excel Integration

Assessment: Create a Table

In this exercise, you will create a table and enter data. You will then merge and center cells and set properties. Finally, you will apply formatting.

1. Open Word and follow these guidelines to create the table:

· Create a table with four columns and nine rows (4x9)

· Enter the following data into the table using Times New Roman 12pt font; merge the cells in the top row and center the entry in the merged cell

· Set the row height to exactly 0.25" for all rows

· Set the preferred width of column A to 2" and the preferred widths of columns B–D to 1"

· Align the entries in all columns as shown

· Apply the Classic 2 AutoFormat to the table when you are finished

· Center the table between the margins

· Make any additional adjustments so your table matches the following illustration 
2. Save the file as Expense Summary Table then close it.

[image: image1.png]Ttem Jamiary  February March
Promotional Materials 2,685 3112 1,796
Pentium Computers 12,500 15,300 9,599
Advertising 3,002 3,800 1,002
General Maintenance 500 300 1,005
Utilities 2455 3,500 5888
Office Supplies 200 250 250

Delivery Expenses 56 100 548
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