Lesson C6 – Worksheet #1

Creating a Simple Table

Create the table shown below by following the procedures given:

Customer Contact List

	(Type Your Name Here)

	(Type your phone #)

	Reba Sinclair
	785-229-2857

	Elijah Wilson 
	913-537-2291

	Susie Wong
	719-339-8615
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Procedure to Create a Simple Table: 


Table Menu


Insert


Table . . .(Insert Table Dialog Box)



Table Size:
2 Columns, 4 Rows


OK

To Enter Information:

Using the mouse, click inside the first cell. Type your name inside this cell. Use the Tab key or arrow keys on the keyboard to navigate from cell-to-cell and continue to type the information as shown above.

Save the table on your floppy disk.

