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MS Word Using Tables
Practice

INSTRUCTIONS:
1. Sort the table by Project Manager and then by Project Number.
2. Merge the appropriate cells in the Project Manager column and delete the duplicates.
3. Format the Project Manager name using orientation and alignment tools.
4. Sizes rows as needed. (HINT:  Use Table Properties for quick sizing)
5. Add a row at the bottom of the first table.  Merge the cells and insert the following text.
“These projects are current as of April 2022”
6. Format the table using the Table Design Tab.
7. Add a title ABOVE the table (Not in the table) HINT:  You may need to move the table by clicking on the (+) four-headed arrow at the upper left of the table.
 Project Status April 2022
8. Give the Title a Heading 1 format.

BONUS ROUND
1. Create a calculation to show total cost of current projects by adding a row below last project manager and use a calculation. HINT:  See page 8 of participant guide if necessary.  
2. Size the columns appropriately
3. Format as desired.


	Project Manager
	Project Number
	Land Cost
	Construction Cost 
	Total Cost

	Cynthia Price
	PN0006002
	14,260.00
	73,780.00
	75,005.00

	
	PN0006007
	7,025.00
	65,125.00
	66,350.00

	
	PN0006038
	1,275.00
	10,350.00
	11,575.00

	Daniel Scott
	PN0006001
	18,865.00
	21,000.00
	22,225.00

	
	PN0006019
	21,225.00
	59,500.00
	60,725.00

	
	PN0006052
	17,075.00
	23,400.00
	24,625.00

	
	PN0006099
	23,064.00
	31,900.00
	33,125.00

	Leena Valdez
	PN0006015
	1,275.00
	173,900.00
	175,125.00

	
	PN0006041
	14,975.00
	24,750.00
	25,975.00

	
	PN0006075
	11,450.00
	110,900.00
	112,125.00

	
	PN0006095
	9,775.00
	10,750.00
	11,975.00

	Susani DePasquale
	PN0006021
	25,025.00
	43,600.00
	44,825.00

	
	PN0006025
	10,025.00
	8,500.00
	9,725.00

	
	PN0006063
	10,274.00
	25,650.00
	26,875.00

	
	PN0006101
	7,650.00
	14,500.00
	15,725.00

	Tom Borgerding
	PN0006026
	16,025.00
	51,750.00
	52,975.00

	
	PN0006037
	10,525.00
	42,800.00
	44,025.00

	
	PN0006072
	13,775.00
	99,800.00
	101,025.00

	
	PN0006083
	33,225.00
	75,750.00
	76,975.00

	Total Project Costs
	
	
	
	$990,980.00

	These Projects are currents as of April 2022


Project Status April 2022
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