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Microsoft Word Exercise #18: Tables (Creation and Data Entry)
You can use a table to group and organize the information in your document in a concise, consistent and format it so that it’s easy to read.  A table organizes information neatly into columns and rows just as a spreadsheet would.  By convention, when we wish to identify a particular row, we refer to its number (e.g. row #1, #2…).  Similarly, we use letters when referring to a particular column (e.g. column “A”, column “B”…).  The intersections of rows and columns are called cells and they are identified by both numbers and letters (e.g. cell A1, C20, etc.).
In this exercise, you will create a table with a fixed number of columns and rows with standard sized cells.  Once completed, you will proceed to enter text into them.  To enable others to easily interpret what you’ve entered, you will sort the information in a logical order.  Additionally, once all of the information is keyed, you can format the size of the rows and columns within.  You will also add and delete rows and columns as the need arises.  Finally, to make the table more visually appealing, you will format the text and add borders and shading.
1. Turn on the computer and boot Windows 2000.

2. Log in to Windows.

3. Launch Microsoft Word.

4. On the Table menu, point to Insert and then click Table.  The Insert Table dialog box appears.

5. Set the number of columns = 6.

6. Set the number of rows = 6.  Leave everything else in the dialog as it is.  A blank table with 6 columns and 6 rows appears with the insertion point resting in the first cell.

7. Select the Page Setup command from the File menu.

8. Click Landscape in the Orientation area of the dialog.

9. Click OK.

10. In the first column of the first row, type “Name”.

11. Type the <TAB> key.

12. In the next column, type “Address”.

13. Type the <TAB> key.

14. In the third column, type “City”.

15. Type the <TAB> key.

16. In the fourth column, type “State”.

17. Type the <TAB> key.

18. In the fifth column, type “Zip”

19. Type the <TAB> key.

20. In the sixth column, type “Phone”.

21. Now think of 5 people you know.  They can be friends or neighbors; anyone will do.
22. Type their names, addresses, cities, states, zip codes and phone numbers (including area codes) in the appropriate columns of the table.  If you wish, you may use fictitious addresses and phones.  There must be 5.
23. Click on the first column of the fourth row to position the cursor next to the name of the fourth person you’ve entered.
24. On the Table menu, point to Insert and then click Rows Below to add a row to the table.  A blank row appears beneath.

25. The information for this person as you did for the others.
26. Now click on any row in the last column (phone).

27. On the Table menu, point to the Insert command and click the Columns to the Right command.  A blank column now appears to the right of the Phone column.

28. In the first row of this new column, type “Description”.

29. For each person you’ve entered thus far, write a one-word description of who this person is (e.g. friend, neighbor, co-worker, etc.).

30. Take a moment to save your file to your floppy disk (which hopefully all of you managed to bring with them by now).  Save the file as “Contacts”.  Call your teacher for a grade for today.
