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TO CREATE A TABLE:

1 Click where you want the new table to appear

2 Click the Insert Tab of the Ribbon

3 Click the Tables Button

4 You can create a table one of two ways:

· Highlight the number of row and columns

· Click Insert Table and enter the number of rows and columns

TO ENTER DATA IN A TABLE:
1 Place the cursor in the cell where you wish to enter the information
2 Begin typing
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TO ADD OR REMOVE BORDER
1 Highlight  the table

2 Under Home tab, click on the drop-down arrow next to the Borders/Shadings button.
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3 Select the required border/shading
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