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BTT10:  Setting up your timetable

Goal:  Use Microsoft Word to create a graphic timetable using tables, formatting and images in Word.
Steps:

1. Open Microsoft Word.

2. Change the layout of the page to be “landscape” and change your top, bottom, left and right margins to 0.7”  To do this choose:  File(Page Setup
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3. Insert a table with 5 columns and 9 rows.   To do this choose: Table(Insert(Table
4. Next we want to make the first column smaller than the other four, and ensure the other four are the same size.  Make the first column smaller (around 0.9”).
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5. Highlight the other four columns, do not include the first column and right click.  Choose “Distribute Columns Evenly”
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6. Change the first row to allow you to put your name all the way across the page.  To do this you will merge the cells.  Highlight the first row.  Right click and choose merge cells.
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7. Next we want all of the rows to be evenly distributed – except row 2.  The second row will be slightly thinner, because it will display the Day headings. Right click anywhere inside the table and choose “Table Properties”.  Click on the “Row” tab, and make each row except row 2 exactly 0.8”.  Make row 2 exactly 0.3”.  
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8. Now your table is ready to format.  Show off your skills by:

· colour coding courses

· using font and styles to enhance information

· inserting graphics to enhance your information

· using alignment to enhance your information

9. Save your file in your BTT folder on the server as: LastNameTimetable (example: SmithTimetable)

10. Marking Scheme:

· table created

· proper page layout

· columns and rows evenly distributed

· timetable completed

· graphics added

· courses colour coded

· good use of font, size

· good use of alignment
· table formatted nicely

· file properly saved

