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 Since you did such a great job on the Hardware Recommendation report, I’d really like 
you to help me with the Software Recommendation report. This report has essentially the same 
format as the Hardware Recommendation report. You’ll also need to create a table at the end of 
the document. 

 
Follow these steps: 

1. Start Word 
2. Open the Software.doc file from the Portfolio Project folder in the Word Tutorial 3 

folder. 
3. Save the document as Software Recommendations in your working folder.  
4. Format the list of names and titles with an appropriate tab stop. 
5. Format the first page as a separate section. 
6. Center the text on the first page vertically. 
7. Insert a header in the second section that includes the report title the current date, and the 

page number. 
8. Insert a footer that includes your name, centered within the footer. 
9. Format the heading in the second section appropriately, using the font size of your 

choice. 
10. Insert a page break at the end of the document. 
11. On the new blank page at the end of the document, insert two blank lines, and then insert 

a table consisting of five rows and two columns. 
12. Type the heading “Software” in column A and the heading “Recommendation” in column 

B. 
13. Select the headings and format them in Times New Roman, 14 point, bold 
14. Type the following information into the table: 
 

Operating Systems Windows 2000 
    Professional 

Word Processor Word 
Spreadsheet  Excel 
File Compressor WinZip 

 
15. Sort the table by Software, in alphabetical order. 
16. Insert a new row below the Operating System row, and the enter this information: 

 
Presentation  PowerPoint 

 
17. Insert a new column to the right of the Recommendation column. 
18. Enter the heading “Notes” in cell C1 
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19. Select the entire table, press Ctrl+1 to single space it, and then enter the following 
information in the indicated cells: 

Cell C2: Not required on all systems. 
Cell C3: Windows 98 is acceptable on existing systems. 
Cell C4: Part of Microsoft Office. 

 
20. Merge cells C4, C5 and C6. 
21. Adjust the column widths appropriately. 
22. Increase the height of the heading row to .5 inches. 
23. Center the headings both vertically and horizontally within their cells. 
24. Add a noticeable border around the outside of the table. 
25. Add light gray shading to the heading row. 
26. Insert a new column to the left of the Software column. 
27. Merge all the cells in the column into one cell. 
28. In the newly merged cell, type: Desktop Systems. 
29. Rotate the text in the cell so that it is aligned along the left border of the cell. 
30. Increase the font size of the rotated text so that the text is large enough to span the height 

of the cell. (You’ll probably find that you need to use at least 18-point Times New 
Roman.) 

31. Reduce the width of the new column until it is just wide enough to accommodate the 
rotated text. 

32. If necessary, apply the same shading to the new column A that you used in the heading 
row. 

33. Display the report in Print Preview. 
34. Center the table on the page. 
35. Save your work, print it out, close the document and close Word. 


