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	SKILL ACTIVITY
	SKILL ACTIVITY
	HELP
	

	Table Creation

	· Create a table ready for data insertion
	· Create a table like this:
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	· Insert, edit data in a table
	· In the table add the following data

	Category
	Cineworld
	Odeon

	Screens
	16
	10

	Opened
	2000
	2015



· Remove the word Category
	
	

	
	· Select 
· rows
· columns
· cells
· entire table
	· Practice highlighting
· just the second row
· just the second column
· just one cell
· the whole table
	
	

	
	· Insert, delete, rows and columns
	· Delete the second row containing Screens
· Then add an additional row below the Opened row so it looks like below

	Category
	Cineworld
	Odeon

	Screens
	16
	10

	Area
	CMK
	Bletchley



· Delete the Odeon column
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	Table Formatting

	· Modify column width
· Modify row height
	· Change the width of the column
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	· Modify
· cell border line style
· width
· colour
	· Change all the borders so the table looks like this

	Category
	Cineworld

	Screens
	16

	Area
	CMK
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	· Add shading/background colour to cells
	· Shade the cells yellow
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	Graphical Objects
	· Insert an object (picture, image, chart, drawn object) to a specified location in a document
	· Open the document called Florida
· Find any picture of Florida save it to your area and then insert it after the first paragraph
· Insert any relevant clipart before the last paragraph
· Add a 5 point star shap a star shy a star with the  documentm ea and then insert it (not copy and paste)e at the end of the document and add the word Florida
· Below the star add a chart – you do not need to enter data this time
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	· Select an object
	· Select the star and move onto the next task
· Save and close the document
	Click on it to do this
	

	
	· Copy/move graphical objects
· within the document
· between open document
· Copy/move charts 
· within the  document
· between open documents
	· Open document A 
· Copy the arrow from page 1 to page 2 
· Move the chart from  page 1 to page 2
· Keep document A open and also open document B 
· [bookmark: _GoBack]Move the cat’s face from Page 1 of document 
	
	

	
	· Resize an object
· Delete an object
	· 
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