	

	


	

	

	


	
	
	
	


Word 2007 The Missing Manual
	Book Sales Fiscal Year 1868
	1st Qtr
	2nd Qtr
	3rd Qtr
	4th Qtr
	Total Sales

	Pickwick Papers
	35
	68
	72
	35
	210

	Oliver Twist
	18
	53
	24
	112
	207

	David Copperfield
	56
	49
	256
	148
	509

	A Tale of Two Cities
	49
	72
	168
	312
	601

	Great Expectations
	78
	119
	84
	354
	635

	Total
	236
	361
	604
	961
	2162





Table Formatting
To format tables with shading and borders, click within the table and then use: Table Tools →Design→Table Styles.
Inserting a Formula in a Table
To create a sum for a column, click to place the insertion point at the bottom of a column and then use: Table Tools→Layout→Data→Formula. Type this formula in the Formula text box: =SUM(ABOVE) and then click OK.
Other Table Examples
It would have been difficult by a far brighter light, to recognise in Doctor Manette, intellectual of face and upright of bearing, the shoemaker of the garret in Paris.  Yet, no one could have looked at him twice, without looking again:  even though the opportunity of observation had not extended to the mournful cadence of his low grave voice, and to the abstraction that overclouded him fitfully, without any apparent reason.  While one external cause, and that a reference to his long lingering agony, would always--as on the trial--evoke this condition from the depths of his soul, it was also in its nature to arise of itself, and to draw a gloom over him, as incomprehensible to those unacquainted with his story as if they had seen the shadow of the actual Bastille thrown upon him by a summer sun, when the substance was three hundred miles away.
Only his daughter had the power of charming this black brooding from his mind.  She was the golden thread that united him to a Past beyond his misery, and to a Present beyond his misery:  and the sound of her voice, the light of her face, the touch of her hand, had a strong beneficial influence with him almost always.  Not absolutely always, for she could recall some occasions on which her power had failed; but they were few and slight, and she believed them over.
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