The steps I used to complete this table are listed on the next page.
	
	Selected Consolidated Financial Information
Year Ended December 31,

	(in U.S.$ mm)
	2007
	2006
	2005
	2004
	2003

	Income Statement Data
	
	
	
	
	

	Total revenue	
		$	0,000
		$	0,000
		$	0,000
		$	0,000
		$	0,000

	Income from operations	
	0,000
	0,000
	0,000
	0,000
	0,000

	Change in accounting principle	
	0,000
	0,000
	0,000
	0,000
	0,000

	Net minority income	
	0,000
	0,000
	0,000
	0,000
	0,000

	Net income	
	0,000
	0,000
	0,000
	0,000
	0,000

	Net income per share	
	0,000
	0,000
	0,000
	0,000
	0,000

	Series X Shares	
	0,000
	0,000
	0,000
	0,000
	0,000

	Series Y Shares	
	0,000
	0,000
	0,000
	0,000
	0,000

	Balance Sheet Data
	
	
	
	
	

	Total assets	
		$	0,000
		$	0,000
		$	0,000
		$	0,000
		$	0,000

	Current liabilities	
	0,000
	0,000
	0,000
	0,000
	0,000

	Long-term debt	
	0,000
	0,000
	0,000
	0,000
	0,000

	Other long-term liabilities	
	0,000
	0,000
	0,000
	0,000
	0,000

	Capital Stock	
	0,000
	0,000
	0,000
	0,000
	0,000

	Shareholder’s equity	
	0,000
	0,000
	0,000
	0,000
	0,000

	Minority interest	
	0,000
	0,000
	0,000
	0,000
	0,000

	Other Information
	
	
	
	
	

	Depreciation	
		$	0,000
		$	0,000
		$	0,000
		$	0,000
		$	0,000

	Operating margin	
	0,000
	0,000
	0,000
	0,000
	0,000





1. Change the width of column 1 to 2.25 inches, to accommodate the text with a bit of extra space in the column.
2. Select columns 2 through 6 and then click Distribute Columns (in the Size group on the Table Tools Layout tab (Table Layout tab in Word for Mac 2011)).
3. Merge the top row of columns 2 through 6.
4. Drag the heading text from the excess single-row table at the top of the page into the merged cell.
5. Delete the excess single-row table.
6. Select the first two rows of columns 2 through 6 (including the merged cell), and do the following: 
a. Apply bold font formatting
b. Apply center paragraph alignment
c. Apply bottom paragraph borders (using the Borders and Shading dialog box, remember to change the Apply to setting to Paragraph).
d. In the Paragraph dialog box, apply 0.05” inch (1.3 millimeters) left and right margins.
7. Select the text of the second cell in the first column and italicize the text.
8. Select the three rows containing text in only the first column (the row headings). With those selected, do the following:
a. Apply bold font formatting.
b. Apply 3 point spacing both before and after the paragraph.
9. Select the data heading cells (all cells in column 1 that you’ve not yet formatted). Use CTRL to select noncontiguous portions of the column (Command in Word 2011). With those cells selected, do the following:
a. Place a right tab stop at the right edge of the cell.
b. [bookmark: _GoBack]In the Tabs dialog box, add a dot leader to the tab stop you just placed.
c. Drag the Left Indent icon on the ruler to add a small left indent to the selected cells. [Check your selection to ensure that you don’t inadvertently add that indent to other cells.]
10. Select all cells containing numeric data (columns 2 through 6, beginning with row 4). With those cells selected, do the following:
a. Place a decimal tab on the ruler, in the position where you want decimal alignment for the selection. Remember to place the decimal tab in the ruler area for the first column in the selection, and Word will automatically add it in the same position for each additional selected column. (Remember that you can drag the tab stop if needed to adjust the position after you place it.) If your table is setup correctly, the data will automatically move to take on the decimal alignment without the addition of tab characters or other formatting.
b. Execute a Replace action to find all instances of a dollar sign and replace with that dollar sign surrounded by tabs, as well as an additional left tab stop near the left cell margin, to accommodate the dollar sign. Your replace dialog box will look something like this:
[image: ]
Finished in 10 steps.
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