Computers and English Table Lesson One

1. Open a new document Word.
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Insert Table.

Draw Table.
Conyert Text to Table.
Excel Spreadsheet

s Tabt jsert. Watch your choices change. Rememberyou can insert text (words). You can
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Click on Table. Open the pull down menu. Move your mouse to make a table with three columns.
and eight rows.
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Save your document on your flash drive. Name the document: Table.


3. We often work in the home tab. 

4. Now, click on Insert. Watch your choices change. 
5. Click on Table. Open the pull down menu. Move your mouse to make a table with three columns and eight rows. It will be as wide as your page. 
	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



6. Use your mouse to get the size tool on the vertical line on the left. Click, hold and drag the line so the third column is thinner.

	Name
	Email
	Level

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


7. Talk to seven classmates. Write their names, email addresses and levels. Then type in your table. You can use any font you like. If you change the font size, the table will get bigger for your font. Nice!

8. Make one more table. Make it like this one. Count the columns and rows. Type the shortcuts. 

	Keyboard Shortcuts
	What does this do?

	Control P
	Print

	Control S
	Save a document

	Control N
	New document

	Control C
	Copy

	Control V
	Paste

	Control X
	Cut 

	Control A
	Select All


9. Save your document on your flash drive. We will learn more about tables!

Scroll down.








