COMPUTER APPLICATIONS I
Microsoft Word—Creating Tables & Formatting
State Abbreviations
Directions—You will use Microsoft Word to create a table and apply various formatting features available in Microsoft Word.

DO RESEARCH: Use the Internet to find a listing of the two-state abbreviates for the United States. When the abbreviations are found, put your findings in a table. Be sure to include Alaska and Hawaii. 
PROCEDURES TO COMPLETE THE ASSIGNMENT
1. Open Microsoft Word

2. Change the Styles to “No Spacing”

3. Change Font to: Times New Roman

4. Change font size: 12

5. Insert a header right aligned, with the correct student information.

6. Include a main title. Insert an appropriate main title above the table.

a. Type the main title in ALL CAPS and bold

b. DS after the main title.

7. Insert a table that has 2 columns and three rows.

8. In column 1, Row 1: Insert a title in ALL CAPS: STATE NAME
9. In column 2, Row 1: Insert a title in ALL CAPS: TWO-STATE ABBREVIATION
10. Insert rows as needed.

11. Remember: Column 1 is for the state name and Column 2 is for the two-state abbreviation.

12. Capitalize the name of each state.
13. Two-state abbreviations are to be in ALL CAPS.

FORMAT THE TABLE

1. Horizontally center the table on the page. Hint: Center the table between the left and right margins

2. Adjust the column widths to make sure the text fits in each cell.

3. Apply light shading to the table.

4. Change the document margins to 0.5

5. Widen the columns if necessary.

6. Hide the table borders

7. Use Print Preview to make sure the table looks as it should.

8. Print & Place in class tray.

