Word Processing 9 BSEN M E1J

Table
Column Cell
Headings [Tast Hame First Hame | Addres City Province | Postal Code
Harmelin Martin 2351 Park Road Halifax NS B3J25g | border
Row Tharn Teresa 76 Spring Garden Road | Halifax IS B3J aht
’E Window Help
_ﬂDrawTalgle
Create a Table
ElEteEells
1. “BonTable. o
2 t8 ol celer, Insert Table EHE
2' \/@ On Insert Ta.ble. Mumber of columns: |4 ﬂ 4‘ Ok I
Mumber of rows: BIW Cancel |
3. Type number of rows and columns. comu [ 3] _aworomat.. |
Table Farmat: {none)
4. Y8 on OK.
Enter Information
1. Clickinacell.
2.
3. PressTab.
Change Height or Width
Last Mame First Marae Address Phone Murher
1_ P0|nt to ||ne Chen Chi %DA Ieadlands  {pTE5-8795
; Chen Gerald 18?';a.mes Crt. 73542
2. Drag line when you see two arrows. . i} T
Highlight
Cell “B on the left edge of the cell. — —

Column 3 above the column. .
Row “B to the left of the row. A ————
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Delete Rows and Columns

2 Table ‘Window Help

1. Highlight Row or Column. T
2. Y3 onTable. 3;”*
| £ Merge Cells

3. YD on Delete Columns or Delete Rows.. B s cels..
Insert Rows and Columns o [

i_ﬂDrawTal;Ie
1. Highlight Row or Column. 3 -

| Delete Rows
2. % On Table IEMTQETIIS
3. “Oon Insert Columns or Insert Rows.. '
Borders
1. Highlight Cells.
2. YD on arrow beside Border button.

"Normal - | Times Mew Roman = 14 v| B 7 U ”EEE = = |i= == = E|ji - & =
2
3. Y ontype of border.
Format Cells
1. Highlight Cells.
2. “B on aformat (Bold, Centre, 18 point, etc.)
Adjectives Nouns Verbs Adverbs

young boys speak loudly
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