Office Word 2003 

Tutorial 4 Internet Assignment

Office Equipment

You have been working for a small nonprofit company since it was founded 10 years ago. You are very committed to the organization’s goals and mission, and you have watched the company grow very successfully. Recently employee morale in the office has been suffering; fortunately, your organization just received a technology grant and is using the funds to purchase new computer equipment. Your company has decided to purchase five workstations, two laptops, and three state-of-the-art printers. You have been put in charge of selecting the equipment and creating a table in Word to provide vital information about the new equipment to key decision makers in the organization. 

You will need to conduct online research and create a table that delineates quantity, item, description, and price. 

1. Start Word, and begin with a blank document.

2. Save the document as Equipment[your_initials].doc.

3. Insert a table with four columns and four rows.

4. Type the following text into the header row:

Quantity, Item, Description, Price

5. Apply an AutoFormat to the table. 

6. Save your work on the table thus far, and start your Internet browser.

7. Search the Web for new computer equipment.

You need recommendations for workstations, laptops, and printers. Be sure to save descriptions and price information during your search.

8. Switch back to your document, and continue creating the table. 

9. Enter the data for the remaining three rows. 

10. Insert a description of the equipment in the Description column of each row.

11. Resize the table rows if necessary.

12. Sort the table so that the most expensive item is listed first.

13. Print the table.

14. Save your changes to the document.

