Creating a Table

1. From your word document, select TABLE from the Menu Bar.

2. Click on INSERT TABLE
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3. From the Insert Table Menu

4. Change the Column number to 8.

5. Change the row number to 4.

6. On the Table AutoFormat Screen under Formats: scroll down to Grid 1. 
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Click on Grid 1 and then OK.

7. You are now ready to start putting the information into your table.  Because you can use this table in some other documents we are going to enter the information into the table in a specific order.

Parent Name
Student Name
Teacher
Address
City
State
Zipcode
Phone Number




























To change the width of a column, click on the work in the column.  Next click on the word TABLE from the Menu Bar.  Click on SELECT COLUMN.  Then click on the word TABLE again.  Click on CELL HEIGHT AND WIDTH and then change to the width that you would like.

You may also change the width of a column or row by moving the boxes on the ruler.  The boxes will only appear when you are in the table. 

