Tasks 2 – Input objects, columns, tabs

TABLES
1. Create tables below:

	COMPUTE

R
	HARDWARE
	SOFTWARE
	

	
	
	
	

	
	
	
	
	FEM

	
	
	
	
	
	


	
	
	
	
	Sum:

	John
	4
	10
	1.3
	

	Jane
	2
	8
	1.5
	

	George
	3
	6
	2.1
	

	Susan
	3
	5
	1.75
	

	Average:
	
	
	
	


HEADER AND FOOTER
1. Insert header to the actual open document. Header content – name of the document Tables - left align and current date – center align.

2. Insert footer. Footer content – page number, numbered from number 7.  

STYLES
1. Create two own styles for paragraphs, use random font type, size, colour, border… Use it on first two paragraphs in document Styles and content. 
CONTENT 
1. Insert content at the end of the file called Styles and content. 

INPUT OBJECTS 
Edit text of the file Objects_columns_tabs follow the instructions below:
1. Use random WordArt on titles. 
2. Under the first paragraph insert ClipArt from clipart gallery; next to this clipart insert shape from Shapes – edit these objects with colours, borders…
3. Insert logo of your faculty. Give this logo behind the text of second paragraph.

4. At the beginning of the third paragraph insert Drop Cap. 
5. Insert picture from ClipArt gallery and set text wrapping of the picture in fourth paragraph as Square – it means picture next to the text.

6. At the end of the file insert shape from category Stars and Banners – change shading, bordering and insert text Computer Data Processing.
7. Insert SmartArt object.
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8. Insert formula, use Microsoft Equation 3.0.
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COLUMNS
1. Divide first paragraph on two columns, but left column will be closer and right column will be wider. Insert line between columns. 
TAB STOPS
1. Write list of components by using tab stops – left tab, center tab, decimal tab.

HD WD 40 GB
11
150,30


CPU Athlon
111
90,99


Mouse Logitech
1111
15,00

2. Set tab stops: 2/ 8/ 12

pupil
A
0.568

student
AAA
1000.8


professor
AAAAA
50.6758
SUA
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