Advanced Table Features

1. Open your Prom Committee Members table and save as Prom Committee New Table
2. It is important that you save it as a new table so that you don’t change the data source in your mail merge.

3. Sort the table by homeroom teacher, then by last name, then by first name (all ascending order)

4. Insert a row below the last line of the table – click in the last row and choose the Insert Below button on the Layout Tab or get to the end of the last cell and press Tab
5. Select the first seven cells in the new row and Click on Merge Cells on the Layout Tab

6. Type Total Funds Raised – change to bold and align right
7. In the last cell, click the Formula Button on the Layout Tab.

8. The following formula will appear =SUM(ABOVE) – press OK – the total amount of $1560.00 appears

9. One the Design Tab – look through the table styles and apply various styles
10. Choose the Grid Table 4 – Accent 2 style. 
11. The table will look similar to the table below Save and print

	Last Name
	First Name 
	Homeroom
	Address
	City
	ST
	Zip
	Funds Raised

	Sturges
	Alisha
	Alexander
	888 Yancy Court
	Colgate
	GA
	30001
	$30

	Turner
	Brendon
	Alexander
	30 Marine Road
	Colgate
	GA
	30001
	$30

	Wilkes
	Alex
	Alexander
	84 Stage Road
	Rockdale
	GA
	30003
	$72

	Woods
	Candy
	Alexander
	4677 Yancy Court
	Colgate
	GA
	30001
	$15

	Chandler
	William
	Bronson
	8343 29th Street
	Colgate
	GA
	30001
	$30

	Clark
	Gary
	Bronson
	7511 Capri Avenue
	Colgate
	GA
	30001
	$42

	Griffin
	Cayla
	Bronson
	991 Cleveland Avenue
	Colgate
	GA
	30001
	$35

	Newsome
	Ashley
	Hibbett
	403 Vista Grande
	Colgate
	GA
	30001
	$102

	Norman
	Lauren
	Hibbett
	901 First Street
	Rockdale
	GA
	30003
	$52

	Pope 
	Rusty
	Hibbett
	88 Water Street
	Dearborn
	GA
	30002
	$76

	Scott
	Ethan
	Hibbett
	29 Riconda Drive
	Dearborn
	GA
	30002
	$27

	Hines
	Roy
	Jones
	898 Adams Drive
	Colgate
	GA
	30001
	$25

	Hurley
	Danny
	Jones
	P.O. Box 673
	Dearborn
	GA
	30002
	$25

	Jackson 
	Deidre
	Jones
	405 Roscoe Drive
	Dearborn
	GA
	30002
	$145

	Jackson
	Keith
	Jones
	505 Memory Lane
	Colgate
	GA
	30001
	$60

	Jefferson
	Elaine
	Jones
	95 Scarsdale Hill
	Colgate
	GA
	30001
	$103

	Drew
	Deandre
	Smith
	P.O. Box 965
	Rockdale
	GA
	30003
	$30

	Gartrell
	Sally
	Smith
	112 Main Street
	Dearborn
	GA
	30002
	$27

	Lilburn
	Gabby
	Smith
	905 Graham Road
	Colgate
	GA
	30001
	$115

	Luke 
	Kristin
	Smith
	11 Washington Road
	Colgate
	GA
	30001
	$60

	Adams
	Chelsea
	Tooker
	21 Riconda Drive
	Dearborn
	GA
	30002
	$25

	Beam
	Angela
	Tooker
	P.O. Box 34526
	Colgate
	GA
	30001
	$156

	Binns
	Adam
	Tooker
	55 Scarsdale Hill
	Colgate
	GA
	30001
	$113

	Binns
	Laura
	Tooker
	511 South Lane
	Colgate
	GA
	30001
	$100

	Bunch
	Lisa
	Tooker
	646 Berrendo Lane
	Colgate
	GA
	30001
	$30

	Jones
	Lauren
	Whitaker
	65 Marine Road
	Colgate
	GA
	30001
	$5

	Jones
	Secori
	Whitaker
	2506 7th Avenue
	Rockdale
	GA
	30003
	$30

	Total Funds Raised
	$1560.00


