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Tutorial C2 Inserting a Table                                                                                                              (22 points)
1. You can create ______________, which can help you ________________your information in a more ________________________ way.
2. To begin, go to your ribbon and select the _________________ tab.

3. Next, select the _______________ option below.

4. You can easily create a table by using the table ___________________.

5. You can decide how many ________________and _____________________ you would like.

6. You can also select the _______________________ option which will let you ____________________ input how many rows and columns you many want.

7. If you look above in your ribbon, you now have ____________ available for your table.

8. This will let you decide table _________________, fills, _____________________ and borders, text wraps, and more.

9. If you look at the _________________ tab, you will see you can continually __________ rows or columns and decide other options such as _____________________ and other features like drop caps.

10. To _______________ information into your table all you need to do is simply ______________ inside the cell of your choice and begin typing.
11. Remember, you can also change the table ___________________ to improve the look of your document.

12. List three other options you have in your table tool ribbon.


