Week 2

Unit E: Tables
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Key Concepts
· Creating tables, inserting rows/cols

· Filling in tables, automatically adding new lines

· Table AutoFormat

· Borders

· Sorting

· Merging/splitting cells

Instructions

· Create a new document

· At the top of the document, type

· Your name

· Your Student ID #

· CMPT 111 (and your section: A, B, or C)

· Assignment 2

· Press Enter a few times to insert a few blank lines, then

· Insert a table with 3 rows and 2 columns

· Fill in the table with entries for a (made-up) monthly household budget
· Put the name of the budget entry (e.g., electricity) in the first column

· Put the monthly cost (e.g., $100) in the second column

· Include at least five entries (rows)

· We want to add company names to each of these budget entries:

· Insert a new column in between the two columns of the table

· Fill in the new column with company names (e.g. BC Hydro for electricity) (they don’t have be real companies)

· We want to add a header row:

· Insert a new row before the first row of the table

· Fill in this new row with headers for each column (e.g., “Item”, “Company”, “Amount”)

· Apply a Table AutoFormat to your table

· Try to choose an AutoFormat that changes more than just color (e.g., it changes font size, bold, italics, etc.), so that it will show on the printout.

· Make sure the AutoFormat applies special formatting to the Header rows.

· Add dotted borders delineating the columns, but don’t change the row borders
· Sort the table in ascending order of dollar amount

· Make sure the sort dialog knows you have a Header row

· We want to add a line for the total, but it doesn’t need a company name

· Add another row at the end of the table

· Merge the first two cells in that row

· Type “Total” in the merged cell

· (optional challenge, no extra credit): figure out how to sum the numbers in the right column to get the total monthly budget
· Save the document
What to hand in
· “CMPT111 - Assignment 2 – YourName.doc”
