Making a table in Word.2007

1. On the tool bar, choose Insert, Table.
2. Choose the number of columns and rows.

Making a table in Word.2003
1.  On the tool bar, choose Table.

2.  Scroll down to INSERT, then TABLE.

3.  Determine how many rows (across) and columns(down) 
you need, then type in the information.  It’s easier to do 
it right the first time, then to edit the table.

4.  To add rows, put the cursor at the end of the last cell and 
press TAB.

5.  To add columns, go to Table on the toolbar.  Select 
INSERT and columns to the left or right.

6.  Under Table on the toolbar, you can also choose TABLE 
PROPERTIES and cell to select the alignment of your 
information in the cells. Centering looks best.
