IT2000
tables / spreadsheets exercise: Book Reviews

Your task is to produce a table of newspaper reviews of some books. The information will all be supplied to be entered in either a spreadsheet or a word processing table and then set out in an attractive manner.

This exercise will help you acquire basic skills in text entry, alignment of items, using rows and columns, working with fonts and changing the layout of a page for printing.

1. Open whichever application your tutor advises (this exercise is designed for use in both word processing and spreadsheets). Enter the details shown below and make sure that the information is accurate and all visible.
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2. Change the alignment of the newspaper titles and the review letters so that these are centred. Other items should be left-aligned.

3. Select just the area containing the review letters. Change the font to Wingdings and the size to 16. (You will now see why the letters were used before!)

4. Save your file with the name reviews.

5. Now make some more enhancements to the table. Make the titles bold and size 12 (if they are not already). Make the review symbols bold but leave them size 16.

6. Save the updated file. Check that it is accurate and use Print Preview to see what it would look like on paper.

7. Make any changes necessary, including landscape format, and print a copy on a single sheet.

8. Save the updated file.

9. Try changing the text colour of the symbols or their background colour. (Unless you have a colour printer the results may only really work on screen.) If you like the result save the file again, otherwise close it without saving the last colour changes.

10. Re-open your file and add the following additional reviews so that they fit in and make a new table in the same style as before.
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11. Save the changes and print the new table, still ensuring it all fits on one page.
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