Building Your Digital Skills for Work

Week 7 — Editing Tables and Using Symbols

Worksheet 1 - Editing a Table

Your Task

Create the table below:

Name Age
Ahmed 25
Sarah 30
Maria 22

Part 1 —Insert a Row

Insert a new row between Ahmed and Sarah.

Add:
Name Age
John 35

Part 2 — Insert a Column

Insert a new column between Name and Age.
Call the column:
City

Add the following information:

Name City Age
Ahmed London 25
John Bristol 35

Sarah Manchester 30
Maria Leeds 22




Part 3 - Insert a Row at the Top

Insert a new row at the very top of the table.

Part 4 — Add a Title

How to Merge Cells

Type: Merge Cells allows you to combine two or more cells into one larger cell.
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Part 8 — Format the Table

¢ Make the headings bold
¢ Centre the headings
¢ Apply a table style

Part 9 — Save Your Work

Save as: Editing_A_Table




