Keyboarding:

Tables
Reminders:
· Rows are horizontal (side to side)
· Columns are vertical (up and down)

· Main title usually in ALL CAPS, centered in first row or placed above table

· Secondary title in capital and lowercase letters, centered a DS below the main title

· Column headings centered over the column

· Center the table vertically on the page OR begin in 2” from the top of the page

· Center the table horizontally on the page as well

· Generally, use center vertical alignment for headings & bottom vertical alignment for data rows

· Whole numbers are right-aligned if a column total is shown
· Decimal numbers are decimal-aligned

· Each table needs its own page and file saved in U:drive Tables folder in Keyboarding folder
· When printing, add your name right after the title, example, Broadway’s Longest Runs – Amy Meyer
	Read
	Type
	Save in U:drive in Table folder as:
	Turn in?
(Print)
	Points
	Notes

	Pg. 94
	-
	-
	-
	-
	In class

	-
	Pg. 95
	Pg. 95
	No
	5
	I will check on your screen in class once you put your cup up!

	Directions

Table 2
	Pg. 96
	Table 2
THE SOUND OF MUSIC CAST
	No
	10
	I will check on your screen.



	Directions

Table 4
	Pg. 98
	Table 4
BROADWAY’S LONGEST RUNS
	Yes
	15
	*2 columns/14 rows
*Merge the last row to include the Source information
* Print and turn in

	Directions

Table 2
	Pg. 100
	Table 2

SELECTED WORKS BY AMERICAN AUTHORS
	Yes
	15
	Print and turn in…edit by reading proofreading marks

	Directions

Table 1
	Pg. 179
	Presidents
	Yes
	20
	Print in color.


