Microsoft Word 2007
Tutorial 9 Internet Assignment

U.S. Astronauts

In this project you will create an on-screen form using a table to enter biographical data about U.S. astronauts. You will first build the form and save it as a template. You will then use the Internet to search for information on three specific astronauts, create a new form document for each astronaut, and enter the information into the form.

1. Open the data file named Numbered Table.docx. This is a document with a table already defined for you, with row and column numbers down the left margin and across the top margin. These numbers will be used to refer to specific cells in this project. They will be deleted when the project is nearly finished.

2. Position the cursor in row 1, column 4. Click and drag down through row 6. Right-click the selected cells, and choose Merge Cells from the shortcut menu. 

3. Click in Row 1, column 1. Drag across to column 3, and down to row 2. Right-click in the selected cells and click Merge Cells from the shortcut menu. Click in row 1, cell 1 to deselect the area, and enter Biographical Data For. 

4. Select the text you just entered, right-click it and click the Table Properties option. Click the Cell tab, and click the Center alignment option. Click the OK button, then click the Align Center button on the Paragraph group on the ribbon, change the point size to 18, change the font to Bold, and change the color from black to red.

5. Click in row 4, column 1 and drag across to select columns 1 through 3, and drag down to also select row 5. Right-click the selected cells and click the Merge Cells option.

6. Click in row 4, column 1. Select the field and center it vertically in the cell as you did for the heading in step 4. Select the field and click the Align Center button and the Bold button, and change the point size to 16 point. Leave the font color black.

7. Click in row 7, column 1 and enter Date of Birth:. Move down to row 8 and enter Place of Birth:. Move down to row 9 and enter Date of 1st Space Flight:. Move down to row 10 and enter Name of Mission:. Select the four headings that you just entered and align right.

8. Click in row 7, column 3 and enter Mission Job Held:. Click in row 8, column 3 and enter Other Space Flights?. Click in row 9, column 3 and enter Left NASA In:. Select each of those headings, change to bold, and align right.

9. Click in row 12, column 1 and drag across to also select columns 2, 3, and 4. Right-click the selected cells and click the Merge Cells option from the shortcut menu. Click in the selected area to de-select it and enter Notable Achievements: in bold. 

10. Click in row 13, column 1. Drag across to column 4, and drag down to select the remaining rows and columns in the table through row 22 (Do NOT select row 23). Right-click the selection and then click the Merge Cells option on the shortcut menu. 

11. Click in row 23, column 1, and drag across to select all columns. Right-click the selection and click the Merge Cells option. Click in row 23 to deselect it, enter Source(s): in bold, and press the spacebar once. 

12. Click in row 3, column 1 and drag across to select columns 1, 2, and 3. Merge these cells using the same technique you used for other cells in this project. Perform the same operation for row 6. Perform the same operation for row 11, but drag through column 4 in that row. Click in row 10, column 3 and drag across to column 4, and merge those two cells. 

13. Click in the left margin next to the row of column numbers. When highlighted, press the Delete button.

14. Click in the top margin above the first column of the table (the one with the row numbers) to select it, right-click the column and click the Delete Columns option to delete the column. 

15. Beginning with the row under Biographical Data For, apply shading to the 3 blank rows (the ones with merged cells) to improve readability. Use a color of your choice.

16. Click the Protect Form button to protect the form. Save the template as Biographical Data Form.dotx.  

17. Open a new document using the template. (NOTE: You will open and save three documents in total for this project.) 

18. Start your Web browser and log on to the Internet. Use a search engine to locate data on three U.S. astronauts of your choice.  One good Website is  http://www.nasa.gov/centers/johnson/home/index.html.

19. Enter the URL of the site(s) you use into the Source(s) field at the bottom of the form.

20. The box at the top right corner of the form will be used to insert a picture of the astronaut. 

21. Find a picture of each astronaut and save it to your solution folder.  To insert the pictures into your forms, you will need to temporarily unprotect the form. Click the Protect Form button to un-protect the form. Move the insertion point to the large blank area in the top right corner of the screen. Click the Insert tab, then Picture. Locate each picture you have saved and insert the appropriate picture into the form for each president. Resize the picture to retain the overall original appearance of the form by right clicking on the picture and selecting Size. Click the Protect Form button to once again protect the form. 

22. Save your documents as Astronaut 1 (Your Name).docx, Astronaut 2 (Your Name).docx, and Astronaut 3 (Your Name).docx.

