CREATING TABLES – EXERCISE 1
	LINKS 
FOR STAFF, STUDENTS, AND PARENTS

	Columbus Area
	Georgia
	Federal Gov't

	Technology
	Education
	Curriculum

	Reference
	Organizations
	Miscellaneous

	Official U. S. Time - Eastern Zone
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Note:  The steps below are designed for you to experiment with a number of options; they do NOT represent the most efficient way to replicate the sample table.





1. Click TABLE | INSERT | TABLE.





2. Select the table properties as illustrated below.








3. In your table, type in the text for the links in the nine cells in rows 2, 3, and 4 in the sample table illustrated above.





4. Click in one of the cells in your top row.  Click TABLE | INSERT | ROWS OR COLUMNS.





5. Insert one row above the selection.





6. Highlight the entire top row.  





7. Click TABLE | MERGE CELLS.





8. Type in the text for the row as illustrated.





9. Add the bottom row and merge the cells.  Add the text.





10. Highlight the cells.  Click the center alignment icon to align the text in all cells.





11. Select all rows except the top one.  Rightclick one of the selected cells.  Click CELL PROPERTIES.  Select a background color.  Make the top row a contrasting color.





12.  Experiment with the colors of the cell background, the text, the cell and table borders, and the width of the cell padding, cell spacing, and border size. 





� HYPERLINK "1tables.htm" ��Back to Tables�
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