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What you will learn or review:

· Inserting a table into a document

· Inserting symbols

· Using the Drawing toolbar - Arrows

· Using the Tables & Borders toolbar

1.  Open a new Word document.  Set your font size to 24 point.  Type your name and Activity 13 in the usual manner.  Hit ENTER four times. 

2.  Go to TABLE – INSERT – TABLE.  Make a table with 10 columns and 5 rows.  

3.  In each of the 10 spaces in the top row of the table, insert a different symbol.  (INSERT – SYMBOL).  Explore the symbol site to find different options.  Scroll down through the Font Menu at the left and find Wingdings.  It has many fun symbols to use.  To insert a symbol, click at the bottom on Insert, then Close.  

4.  MERGE all the cells of the second row into ONE LONG ROW, or just ONE column.  Highlight all the cells first, then click on TABLE – MERGE CELLS.  

5.  Fill every other square in the third row with a solid black.  You will need the Tables & Borders toolbar to do this.  (VIEW – TOOLBARS – check TABLES & BORDERS). Use the paint bucket on  the toolbar. (Often on the right, or in the middle)
6.  Find the border icon from the Tables & Borders Toolbar.  Click on a fairly dark and wide border .  Make a dark border line around the bottom rows of squares by mouse clicking on each line segment of the table you want to darken.  

7.  Below the table, use the DRAWING toolbar to add two arrows pointing up to the table.  Use AutoShapes to find the Arrow icons.  

8.  Check that your finished table looks something like the one on the back.  Save as Activity 13 and submit using Edmodo. Do not print unless directed.  
Teacher Sample
Activity 13
	(
	(
	(
	(
	(
	(
	(
	(
	(
	ﻼ

	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	






WORD PROCESSING


ACTIVITY 13


Tables & Symbols








