How to make a table.

1. In preparing your PDD, you will need to make a table for
Strand A. Instruction: III. Instructional Record. The
Instructional Record must have two columns. The left
column is a narrative that describes events that occurred
during the 3 to 5 connected hours of instruction you are
documenting. The right column explains the reasoning
related to the events. Centered above the columns is an
Activity Title.

2. To begin, go to the Word toolbar and click on "Table". Hold
your mouse over the word "Insert” and another window on
the right will appear. Click on "Table" in the window on the
right. (See below.)
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3. After clicking on the word "Table" highlighted above, you
will come to a window asking how many columns and how
many rows. Change both of these numbers to "1“. This will
give you an undivided area to type your "Activity Title".
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4. Click on "OK" and you will have one row for text. Now, click
out of the undivided row and repeat the process, only this
time select "2" columns and "1" row.
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5. Click "OK" and you will have one undivided row and one
divided row.
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6. You may now type in the first area, ("Activity Title") being
certain that you have selected "center” for alignment from
your toolbar. This is highlighted in orange in the sample
above.

7. After typing the "Activity Title", move your cursor to the
next row, change to "Align Left", and begin typing your
"description” and “"explanation”. The area will expand to
accommodate your information. When you need to add
another "Activity Title", simply repeat the process of
selecting one column and one row, etc.
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Insert Tahle [z

Table size

Mumber of columns:

Murnber of rows:

AutoFit behavior
(%) Fixed column width:
() AukoFit to contents
() AutoFit to window

Table style: Table Grid AutoFormat...

il

*
=3
g

<

[ Remember dimensions for new tables

Cancel

H
=

il |

8. Continue in this manner until the Instructional Record is
complete.
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