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Word Lesson 03 
 
This lesson starts fresh; it does not continue on from Word Lesson 02. 
 
1. Open a Blank Word Document by double clicking the WORD icon on the desktop. 
 
2. Save the document as    your_name_word_lesson_03 

· Click File > Save As 
 
 

· To make an underscore, hold down SHIFT and press the hyphen key. 
 
 

 
 
Part One: Creating Tables in Word 
 

1. Click Table > Insert Table.  

 
 

 
Go on to the next page >>> 
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2. The following screen will appear: 

 
 
3. Change the number of columns to 4. 
4. Change the number of rows to 6. 
5. Click OK. 
6. Your table will appear. Your screen should look like the following: 

 

 
 

7. Add the following titles to your columns: 
· Favorite Foods, Favorite Sports, Favorite Cars, Favorite Places. 
· See image on the following page. 

 
 
 
 
 
 
 
 

Go on to the next page >>> 
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8. Now your screen should look like the following: 
 

 
 

9. Now add your favorite things into the appropriate columns. 
10. Click in each cell to add the text. 
11. Be sure to NUMBER each item. #1 should be at the top. 
12. You MOST favorite should be at the top. 
13. Your screen should look like the following, although your answers will vary: 

 

 
 
Part Two: Adding Word Art to your Table. 
 
1. Click once BEFORE Favorite Foods (in your first cell) 
2. Press Enter twice on the keyboard (to move the entire table down) 
3. Click Insert > Picture > Word Art (see image on the next page) 
 
 
 
 
 
 
 
 
 
 
 

Go on to the next page >>> 




