Tables in MS Word
Insert a Table into your Word Processor, 3 columns and 7 Rows.

Fill the Cells with Data as below:

	Name
	Position
	Phone Number

	Bill Ross
	CEO
	6389 5251

	Wendy Smith
	General Manager
	6389 4892

	Ross Wilson
	Sales Manager
	6389 5784

	Greg Dunn
	Public Relations Manager
	6389 3452

	Alan Green
	Sales
	0408 898 742

	Ruth Richards
	Reception
	6389 8974


Change the Column widths to a more compact layout.

	Name
	Position
	Phone Number

	Bill Ross
	CEO
	6389 5251

	Wendy Smith
	General Manager
	6389 4892

	Ross Wilson
	Sales Manager
	6389 5784

	Greg Dunn
	Public Relations Manager
	6389 3452

	Alan Green
	Sales
	0408 898 742

	Ruth Richards
	Reception
	6389 8974


Next:

· Format - Bold and Align - Centre the Title cells

· Align – Right the phone numbers

· Centre the entire table

	Name
	Position
	Phone Number

	Bill Ross
	CEO
	6389 5251

	Wendy Smith
	General Manager
	6389 4892

	Ross Wilson
	Sales Manager
	6389 5784

	Greg Dunn
	Public Relations Manager
	6389 3452

	Alan Green
	Sales
	0408 898 742

	Ruth Richards
	Reception
	6389 8974


Now Insert a new row above “Alan Green” for another Sales Person and add two more Rows below:
	Name
	Position
	Phone Number

	Bill Ross
	CEO
	6389 5251

	Wendy Smith
	General Manager
	6389 4892

	Ross Wilson
	Sales Manager
	6389 5784

	Greg Dunn
	Public Relations Manager
	6389 3452

	Sue Briggs
	Sales
	0408 358 294

	Alan Green
	Sales
	0408 898 742

	Ruth Richards
	Reception
	6389 8974

	Jess Hay
	Reception Assistant
	6389 9216

	Aaron Hill
	Store
	6389 2497


C:\2007\Training\Tables-inWord.doc
March2007

©PHKrelle


