


Instructions for this exercise:
· Print the table on the first page of the document named Completed table.docx, and format the financial table (on the next page of this document) to match.
· The goal is to plan the table, so that the formatting takes 15 steps or fewer, given the following conditions for what is considered a step (notice that you can combine several actions in one step):
· If the task can be done without changing your selection, it is one step. For example, applying bold and underline to the same selection is one step; executing a single Replace action for both text and formatting is one step.
· Using F4 (or Ctrl+Y in Word 2010 and Command+Y in Word for Mac 2011) to repeat/redo the last action is considered one step, no matter how many times you need to use it (consecutively). So, for example, if you add a tab character in one cell and then use the repeat shortcut repeatedly to add a tab character in several other cells before taking any other actions, that repeated action is one step. 
· Remember that you can use non-contiguous selections.
· It is not necessary to use styles for this exercise. However, if you were formatting this table in a document containing several financial tables, creating styles would be an important part of the process.
· The steps you write out are actually the exercise, not the table itself. Keep in mind that this is an exercise in planning documents. Someone else should be able to follow your steps, as written, to complete the formatting of this table.
There are several ways to accomplish this task. In Completed Table.docx, you’ll find one option that required 10 steps (using the preceding conditions for defining a step). That is not, however, the only good way to approach this task. Complete the table with your own steps and then compare yours to the steps in Completed Table.docx.


	
	Selected Consolidated Financial Information
Year Ended December 31,



	
	
	
	
	
	

	(in U.S.$ mm)
	2011
	2010
	2009
	2008
	[bookmark: _GoBack]2007

	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 share2
	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






