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Tables and formatting (covers skill standard 2.6.1)
Working with text 

You will have covered these topics working through the tasks in the book:
· insert, delete, drag, drop, copy and paste 

· format text (font, style, size) 

· use paragraph alignment (left, right, centre, fully justified) 

· insert and position text boxes 

The following exercise lets you practice some of these skills.
Exercise

1   Open the file working with text. Edit the text to match the document shown below.
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Working with tables

You need to be able to:

· create a table 

· edit tables – delete and insert rows and columns 

· align information within a table (left, right , centre) 

· add/remove cell borders 
· align information vertically within a cell
· merge and split cells as required
· use shading in cells as required
· align a table within a publication (left, right or centre).

A table is a rectangular arrangement of data, in which the data are positioned in rows and columns. Every row and every column should be labelled. Rows and columns with totals should be shown as the last row or in the right-hand column.

	Merged cells

	Data in the cells below are left aligned
	Data in the cells below are centre aligned
	Data in the cells below are right aligned
	The cell on the right has been split into three columns
	
	
	

	One
	One
	1
	
	

	Two
	Two
	2
	
	

	Three
	Three
	3
	
	

	Four
	Four
	4
	
	Shading

	Five
	Five
	5
	Shading
	


Look again at the table advice given in Chapter 12 in the section on tables.
Exercise

2   Copy this table taking careful note of the formatting involved. Notice than not all grid lines are shown.
	
	Large
	Small

	Farmhouse
	£0.90
	£0.60

	Wholemeal
	£1.23
	£0.99

	White
	£0.65
	£0.45

	White sliced
	£0.55
	· -

	Wholegrain
	£1.11
	£0.99


Working with graphics
You need to be able to:

· insert, delete, position, drag and drop and copy and paste images 

· align images (left, right, centre) 

· size images as appropriate 

· crop images as appropriate 
· border images as appropriate
· draw objects
· fill objects
· outline objects
· group objects
· use text wrapping as appropriate
· place graphics behind or in front of text
· resize grouped graphics.

You have had plenty of practice doing the tasks in Chapter 9, but take the time to go through the  list above and make sure you can use all the skills required.






Working with Text


It is sometimes useful to make the font size of a heading larger than the rest of the text to make it stand out. The font used here is Arial but it is possible to use other fonts such as Comic Sans. 


Any font with ‘sans’ after it is short for sans serif, meaning it has no ‘frilly bits’ or serifs on the font. 


Times New Roman font has serifs (see them on the bottom and sides of the T).
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