
“Step Sheet: Creating a Table”

Using Microsoft Word to Make a Table
This step sheet will help you create a template you can use to create
graphing worksheets.

! Opening Microsoft Word

Step 1
Find the Microsoft Word icon, which could be in your application folder
or in a Microsoft Office folder.

Step 2
Double-click the Microsoft icon to open the program.

Step 3
When the Project Gallery opens, click OK to open a blank document.

! Creating a Title With WordArt

Step 1
In the Standard toolbar, move your cursor slowly across the icons, and
watch the name of the tools appear. When you see the word Drawing
appear, you have reached the Drawing icon. Click it.

Step 2
The draw toolbar is available on the left side of the window.

Step 3
In the draw tool bar, click the icon called Insert WordArt. The WordArt
Gallery window opens. Select a style. Click OK.

Step 4
Select font and size and type in text. Click OK. Your title will be placed
on your document and you can move it by dragging it like any other
image.

! Creating a Table

Step 1
Drag your cursor across the icons in the Standard toolbar. Select the
Insert Table tool with the grid on it.



Step 2
Click and drag to highlight the number of rows and columns you want
in the table.

Step 3
Highlight the table cells by dragging across and pressing the mouse. In
the formatting toolbar, choose the font and size for your text. Start
with size 48 to see how you like it. The size of the cells will adjust.

Step 4
Type the name of favorite soups in the bottom row of the table, then
highlight the whole table. From the Format menu, choose Center.

Step 5
From the File menu, choose print.


