MEMO
DATE:

January 8, 2005
TO:

Coach Whoever

FROM:
Your First and Last Name Here

SUBJECT:
Sports Information

	SPORT
	COACH
	TOTAL GAMES PLAYED

	Football
	Dave Short
	3

	Soccer
	Molder Hughes
	5

	Girl’s Basketball
	Shane Price
	2

	Boy’s Basketball
	Peter Vanduck
	7

	
	GRAND TOTAL
	17


INSTRUCTIONS:

1. Open a blank Word document by clicking the icon with a “W” or using Start, clicking Programs, and selecting the Word program.  Select File, Page Setup, Margins, and make your Top, Bottom, Left, and Right margins 1”.  At the top of the document, type “MEMO” without the quotes.

2. Make MEMO bold and change the font to Arial and font size to 36.

3. Press the Enter key once.

4. Change the font to Times New Roman and the font size to 12.

5. Press enter once.

6. Click the bold key to prevent bolding any text typed after this point.

7. Type “DATE:” without the quotes.  Press the Tab key twice, and select Insert from the menu bar and then data and time.  When the date and time box appears, check the update automatically near the bottom of the box.  Select the format that has the month spelled out, the day, and the four-digit year.  Click OK.  Press the Enter key twice.

8. Type “TO:” without the quotes.  Tab twice and type “Coach Whoever” without the quotes.  Press the Enter key twice.

9. Type “FROM:” without the quotes and tab once.  Type your name using upper and lower cases.  Press the Enter key twice.

10. Type “SUBJECT:” without quotes and tab once.  Type “Sports Information” without the quotes.  Press the Enter key three times.

11. Insert a table by clicking Table on the menu bar.

12. Select Insert and Table, and type 3 columns and 6 rows.

13. Type the information as shown in the table above, except for the 17 in the TOTAL GAMES PLAYED column.

14. Click in the last cell under TOTAL GAMES PLAYED, if you are not already there.  Select Table on the menu bar and then formula.  An =Sum(ABOVE) should be in the textbox on the box that appears.  Click OK to accept it.  The 17 should appear automatically, but if it doesn’t, you have entered a number incorrectly in the cells above.  Fix those numbers, and repeat this step again.

15. Save your memo to the A: drive as Sports Memo with your three initials.
16. Add a footer on the memo with your first and last name.  Remember to use the View menu option and Header and Footer to do this.  Change your footer font size to 9 by changing the font size once you are in the footer location.  Your document should look like this except for the top and bottom margins, the SAMPLE, and the INSTRUCTIONS.
Student Name


