
Microsoft Word 2016
Lesson 3
Tables & Columns


	Objectives:

	Tabs
	Columns
	Other Features

	· Tab types – Left, Right, Center, Decimal
· Clear tabs
· Edit tabs
· Dot leaders
· Using the ruler to set tabs

	·  Multiple columns
· Column Margins
· Remove columns
· Column Breaks
· Page Breaks

	· Horizontal Lines
· Inserting Text Boxes
· Justify
· Paragraph Marks
· Wrap text
· Save as PDF




As you do this assignment, check the boxes when you complete each step. Save these instructions so you know where to begin the next day.
PRACTICE

Open the Word 3 Practice Page and take the Pre-Assessment.PART 1 – Tabs



1. Open the Word 3 Practice Page and take the Pre-Assessment.
	☐	Under the Setting Tabs heading, PART A,  set the following tabs:
0.5 – Left
2.5 – Left with dot leaders
4 – Left
6 – Right with dot leaders

	☐	Press tab. Type any first name. Press tab again and type a first and last name. 

	☐	[image: ]Press tab again, and do the same name and last name. NOTE the difference in left and right tabs with dot leaders!

	☐	Press enter. Clear all tabs.

	☐	Set the following tabs:
2 – Decimal with dot leaders
4 – Center

	☐	Type “Hamburger” and tab. Type a price, using a decimal.

	☐	Tab and type “cheesecake”. Note how it is centered.

	☐	Type two more items in.

	☐	PART B– looking at the image in green, recreate that image using tabs. Do not change the font color or enhancement.

	☐	Re-create the second image.

	☐	PART C – Highlight the information in Part C and change the tabs to:
.5 – Left
3 – Left with dot leaders
5.5 – Left with dot leaders

	☐	Use tab and delete to make it look like the picture. Make sure the first column in tabbed in to the .5 mark.


PART 2 – Columns


	☐
	Part A – Divide the paragraph into two columns. (Make sure ONLY the paragraph is in columns!)

	☐	Part B – Center Part B.

	☐	Turn the second paragraph into three columns with lines between, .2 spacing between columns, and justify the alignment. The Title Part B should still be centered.

	☐	Part C – Divide Part C into two columns, justified.

	☐	Go to google and get a random picture. Insert it or paste it into the document and change the wrap to tight. Resize it quite small and place it within the paragraph.

	☐	Column Breaks – Put the information in this section into two columns.

	☐	Add a column break so that the names are even on both sides. Just keep trying it until you get the break in the right spot (undo if you want to try again!)

	☐	Turn on your paragraph marks so you can see where your column break is.

	☐	Go to the end and add a section break. 

	☐	Set columns to one to end the columns. Type a random long sentence to show that the columns are ended.

	☐	Place your cursor at the beginning of the columns section and add a page break. Use the shortcut!
Place your cursor on the blank line after the title Text boxes and add a page break.


Part 3 – Text Boxes, Horizontal Lines, Text Effects, Find and Replace


[image: ]
	☐	Add a sidebar text box of your choice

	☐	Change the color, outline, and anything else you can on the text box. You may also enter information if you wish.

	☐	Highlight the paragraphs and move the right hand margin to 5”

	☐	Change the alignment of the paragraphs to justify.

	☐	Put the paragraphs into two columns with a line between and .3 spacing between.

	☐	Add a horizontal line between each paragraph, including the last one.

	☐	Place your cursor at the top of the first paragraph and press enter.

	☐	Add the title “Heading 1”

	☐	Change the font to size 16. Then use whatever text effects you 
would like.

	☐	Create a basic text box and type your name in it. 

	☐	Remove the borders and add a fill color of your choice

	☐	Change the wrap to in front of text and move it to the top 
margin.

	
	Your page should look something like the example.

	
	


APPLICATION


For this application, you are in charge of creating a newsletter for the high school. You have been given an information sheet with all the information you need to include somewhere in the newsletter, which will be two pages long. You may organize the information in any way you wish, within the following guidelines:
· At least one section must be in columns with justified alignment
· You must use at least one colored text box
· You must have at least one sidebar text box
· Include the two sections with tabs (student body officers and school store) provided, using tabs that you set.
· You must use at least one of the logos provided in the mascot file
· Use Replace in the Home menu to replace “BHS” with the initials of the high school you choose.
· Use Replace in the Home menu to replace “MASCOT” with the mascot of the high school you choose.
· You must have at least one colored shape
· You must have at least two horizontal lines
· You must include a table (football schedule that is provided in the information sheet)
· You must insert two pictures—one for the awards section and one for the teacher of the month section. Get these pictures from a Google search. You may use any picture that fits the concept.
· Examples of what the document could look like are included at the end. You may pattern yours after these, but try not to make it EXACTLY the same. 
As you complete the assignment, check the boxes to ensure you have included each element
	☐	Footer included at .3 from the bottom

	☐	Change margins to .3 all the way around

	☐	School logo inserted

	☐	At least one section in columns

	☐	Columns set to Justify alignment

	☐	Add bullets to the principal’s message—there are five of them after “these include”

	☐	Student body officer section included with dot leader tabs

	☐	Sidebar text box (some of these are kinda weird…try several until you find the one that works best. You can also move it from one side to the other to fit your goals.

	☐	Quote of the month in text box or shape

	☐	Insert picture of students with awards

	☐	Insert picture of teacher of the month

	☐	Insert table of the football schedule

	☐	Insert tabbed section of the school store items

	☐	At least two horizontal lines

	☐	Replaced BHS and MASCOT throughout document.

	☐	In the school store section, give the store a name the fits the school you chose.

	☐	All headings formatted with same font, color, and text effects 

	☐

	Save your finished file as a PDF file
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A Word from Principal Mathers

Hello studerts, and welcome back to BHS High Schooll We are thrilled to start 3
new yvear, and hope 3l of you have had a fun and rested summer and are ready
o start back up for another successful year. Thiough your hard work and
dedication, and with the assistance of caring teschers, adminisirators, and
Support STaff, you can make this year the greatest ver, Come feady to Use your
brain, your talents, andyour determination to getyourself one step dloser to your
ultimate goal —graduation, and knowing What comes nect.

Raboriesus
The rabari cub will begn
mesting o Tuesdy,
September 4° and il
continueevery fllowig
Tuesday for the rest of the
schaslyear. Ifyou would lke
10 become a member of the
robotics club, come 1o the
meeting an the @ togetyour
appicaion. onystuders v
230 GPA and scceptible
itzenship will be alowed o
oin. Rabotis club i a grea
way to make friends ad In conclusion, we wish you 3 successful and wonderfl vear. If | of my Vice
roborst Principals Taylor snd Warkus can be of ry help, plesse cortct mevis the office
t0 set up a time for o visit. My door is always open. | can be reached ot
pat. mathers BHS.org

We know that each of you can be successful. This doss not mean oy that you

can achieve high marks. More mportart than high marks are learing and

ilizing skillsthat you can use no mater where lfetakes you. These indude:
Communicate in ameaningful way.

Employ critical and creative thinking skllsto salve prablems

Pose questions, examine possibilties, and apply skilsto ind solutions

Wake positive choices related to mental and physical wellness

Contribute to the local and global comrunity in a respectful manner

I

School Rule Reminders

DrescCode
W want o give 3 quick rominder tha ECHS i 3 dress ade. You
are not permitted o dress n an y manner that s distractig to
teaching ar other students or the sducations process or
emuiranmant aftheschaol Attirethat detracs, derugts, inimidates
or provokes can be deemed inapprapriate by the Princpd or
susstant Principab. Nthat appers, aparen/guardan may be lled
o bring 3 mare appropriste outT o wear. IFyou need darfiction
plee see thestudent handbookfor addiional detals.

Cel Phone/ Davie Py

W slsa want a ramind studsns sbaut thepoliy an lectroic &
aur schaol. Elsctronics are NOT allawed in the clzsraom unles
specified by the eacherfor 3 pariculr remon. Dthervisethey e

Megan ees

0 be kept outofsight, Any collphanes thatare visble may be tan
awrayand sent tathe main ffice, where anly a parent may rerie
it s includes taking phones out to charge them—hi is o
alowed onschoal prémise. Studsnts whabirg slectranis tashonl
a1 their o ris.Elscronisthat are st arstolén are it the
responsbilty afthestafrar adminstration

Parking Pass

Students wha parkinthestudant paring lts must abtain s parig
ps from the Main Ofice far 520, and must dsplay tt sl tms in
theirfrant windshiel. Cars withoa avisible ps wil be tickered,
‘nd could resultinthe loss of parking pivleges.
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Teacher of the Month

You voted,welistened: We are plezsed 1o announce M. Chalmers @ the teacher ofthe manth forSeptember.
s Chalmars has beenteaching Camputar Scienca at BHS far 10 year.Previaus tothat, M. Chalmers taught

wandshap at a highschuol in Wyoming. M. Chlmers s a ot offun and knows great ways to make leaming -

inntiveand spplicble o tadaysteansgars. Thank yo, Crans, o eactingi Chmer e achar ofthe )

manih: Fymy wauld ke tovotefarneet A Teache fthe Manth pleega 13 18
.

BHSteacherafthamanthuating EH.com,

Dan Schod. Locain Dan Schod. Locain
span1s s White Rapids High

e Walsh Highschoal  Away Soonen Y Home
sy7/18 Seabird High 10712028 Williamstawn High

700p.m Schoal Home 700p.m schoal =
sz Grenada High 177718 Radelfe High

700p.m Schoat oy 700p.m Schoal e
s Wammatn Hgh

700p.m Schoat ome

Awards Given to PHS Students

We are plemed ta announce the folawirg
Studemts have besn awardsd by the
Chamber af Commerca for high GPA and
VEt incrazme in achisvement. Winners
have been awarded 35500 schalarship he
callage ofthair choice, Cangratulatos ta
Maggie  Willams, Hesther - Eaggins,
Timonthy Mguyen, Tricia Chadwick, and
Soren Ostergaard:

Student Body Officers

who

Prasident Marians Dowers

Vice Presidant. Glnton Bathwell s within
Histarian Naalie Vanderberg

Secretary. Sonathan Walsh

Tramurer aray Patal

SCHOOL STORE ITEMS

Fest e t0stop by aur schaal store, CraneGain, and se if ther's anything yau' ik ta purchase! A procesd ta g funding more
fun seivtiesfor EHS! Here's s sampling of what we hove t ofer!

Schaal Suppliss Schoal Prde Snacks
Persfpencis. 5100 Tsnins 51000 Candy Bars 5100
Hotebooks 5200 BumperSickers 5300 so Drinks 5100
Stapler 5500 School Prde Pins. 5200 Energy Ban 5200
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Why can't the blest mist char the same
steer? My separated constant jams
under the oral heart. Behind the
thousand ribbon abides the impaired
alburn, How will a batch score? The
mourt exacts a sky. The soldier
responds opposite the schooll The
incredible ethic razors the power next
to a bending shelter. The resulting
husband surnames a dip. The flown
surprise steels the political money. A
life damages the tongue. The bargain
pales within each simplfied nail. A
countryside grows without a mermberl
Canan opposing wealthlisten afterthe
dye? The coast fences my backward
ownership. The guaranteed presence
hammers the ray without the
postponedtime.

Can the moan turn? The level moral
reigns beside a ludicrous override, The
wrong yawns in the wartime. Our

artistic witch dates an axis over the
tending worm. A happening library
compresses the half ozone. Wil the
lifestyle fly? How can the ultimate
flood dine? How does a desert cave the
unconscious? The empirical effect
waits after the echo. The symmetric
whim cramps the sarcastic dlone. The
mayor moans about the card, The
bugger plants the unified swamp
opposite the stuff.

The operator escapes the moderste
near an absent liaison. The album
sketches a designer antique into an
adventure, The suspected wartime
involves the resigned telephone, The
resistance  drinks  his  physic
bandwagon within the chance. The
imperial - snobbery jumps in  the
psychologist lawyer. An adviser reigns.
A slave exceeds the deed. Every
searching recovery stis below a
literature.
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