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To Change the look click
the format page numbers
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Inserting a Table - great for organizing

Insert Click the i t ribb dch i t P Toe rInSEFtTable £
ick the insert ribbon and choose inser
i then Table. Choose the number of columns D D D D D [ Table size
and rows by moving around the grid EE% E% E Number of columns: B =
Or c : =
L Click insert table to use fill in boxes CIOCCICICICCC Mumber of rows: 2 5
Tables === DDDDDDDDE. AutoFit behavior
S | i@ Fixed column width:  |Auto =
| { I [ I .
To enter data DDDDDDDD[ (7 AutoFit to contents
Point and Click in each individual cell and ] ] )
type information. Use the Tab button to move | InsertTable., mmmy| | = AUTOFit towindon
from one cell to another
j Cuick Tables ["] Remember dimensions for new tables
T
[ 0K, ] [ Cancel

Designing a better table
Once the table is created you will be in V| Header Row | First Column
design mode. If you lose the options for

design and layout simply click in your table
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Example of a basic table

Date First Last Phone
201304 Fred Flintstone 555-6565
1418002 Barney Eubhble 548-6265
201804 Marsha Brady 255-87896
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Examples of changed tables

Fred 555-6565
T FAG caoE It is completely your choice
Date First Last Phone and design

2113/04 Fred Flintstone 555-6565

1/18/02 Barney Fubble 548-6265

2412704 ¥arsha Date First Last FPhone

""""""""" 213504 Fred Flintstone 555-6565
1/18/02 Barney Fubble 548-6265
2118/04 Iarsha Erady 555-8796
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