Conference Agenda Table

Create a table using the following instructions: DO IN ORDER OF INSTRUCTIONS!

1. Title your table Conference Agenda. (Center horizontally, 36 pt. & Times New Roman)
2. Insert a table with 8 rows and 7 columns. Merge cells to match the table shown below.
Put the table 54 pts. below the title.
3. Use 14 point Times New Roman for the days of the week in the first row.
4. Use 12 point Times New Roman for all other text.
5. Apply bold to all cells in rows 1, 2, 6, 7, and 8, and to columns 1, 2, and 7, and also to
the cells where the word Lunch is inserted.
6. Center the text in all cells in rows 1, 2, 4, 7, 8 and where the word Lunch is inserted,
both horizontally and vertically.
7. Align the text in column 1 to the left and center vertically.
8. Adjust the cell heights and widths to match the table shown below.
a. Setrow 7 heightto 1”
9. Draw diagonal lines in cell as shown.
10. Apply borders and shading as shown.
11. Insert atop row. Add the text: DECA States 2012, 18 pt and bold. Align center.
12. Center your table horizontally and vertically align your page.
13. Put your name and period in the header. Call your teacher over before you print.
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