You will be taking a 10 day business trip to France.  We will create a table and enter text and then format the table.

1. Open a new document. Set the top margin and bottom margin at .6". Left and Right margins at 1". Garamond Font and 11 Point.

2. Press enter 10 times and and then return to the top of the page. Click Autoshapes on the drawing toolbar, point to Basic Shapes, then click rounded rectangle, point the + to the top of the paragraph and then drag the + to draw an object about 5" wide and 1.2" deep. See the attachment.

3. Click the text box button and draw a centered box in the rounded rectangle big enough to include the text. See attachment

4. Enter and enhance the text and modify the size and position of the text box as shown on the attachment.

5. Click the last paragrpah mark below the  text box and then insert a table with 3 columns and 20 rows.

6. Modify the column widths between column 1 and 2 to the 1" point. Modify the width between column 2 and 3 to the 2" point.

7. Enter the text for the itinerary.  Be sure not to cut and paste the one that I put together.  It will cause you problems.

8. In order to fill in the May 1 depart time and the May 10 return time you will need to know that France is +8 hours over the mountain time zone. The flight take 10 hours.  You will need to figure out when you'll leave in order to get to to France at 11:30 am. Also you will need to figure out what time you will home after leaving France at 14:20 (2:20PM).  If you need help let me know. Example: If you left from Denver at 4:00am you would arrive in France at 10:00PM ( 4:00 + 8 hours time change and 10 hours flight time).

Save the file as Itinerary Trip for France, print it and turn it in.

