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Task 1 – Creating a Table
1. Type the following title:
Minutes of a Meeting

Held on 26th November 2008

2. Type the following text into a table.

Select Table, Insert, Table

Select Three columns, Five Rows
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	NUMBER
	MINUTE
	ACTION

	1.
	The minutes of the meeting held 26th October 2006 were agreed
	All

	2.
	The need for Gwen E Veere to attend a beauty course held at Carlisle Castle was discussed and agreed
	GEV

	3.
	The third edition of Wizards and their Power was presented by W. Merlin and the date of publication 12th January 2007 was decided upon
	WM

	4.
	Members of the Round Table were invited to a Dinner Dance to be held on 21st March 2007. Four Leaf Clovers will guarantee admission
	KR


To resize the columns of the table, move your cursor over the first column line, until it matches the cursor image to the right, then drag the column to the left, making sure there is space for the title. The second line drag to the right again making sure that there is space left for the title.

3. Shade in the title row Grey 12.5%
To Shade in the title row, highlight the row first, click on Format, Borders & Shading, select Shading and select Grey 12.5%, select OK
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4. Check your work thoroughly and correct any errors.

5. Change the title and sub heading to size 18, making sure it is centred, bold and underlined.

Hint: to change the size of the text click on [image: image2.png]14 -



and select 18, click on [image: image3.bmp]for Bold, click on [image: image4.bmp]for underlined and [image: image5.bmp]for centred.
6. Enter your name, today’s date and Task 1 below your text.

7. Save the document as Task 1.

8. Print one copy and close the document.
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