Creating a Table Template - Election 2000

Microsoft Word
1. Open Microsoft Word.

2. Go to File on the menu bar and select Page Setup.

3. Select the Paper Size Tab and click Landscape for orientation.

4. Type in the title, Compare and Contrast Presidential Candidates.

5. Highlight the title to format the font to Pt. 20, Bold and Center.

6. Insert a rectangular text box across the top of the document using the text box feature in drawing tools.  If you do not see the drawing toolbar, select view, toolbars and select drawing tools.

7. Inside the text box, type Name, hit enter and type Topic or Debate Question.

8. Draw lines with the drawing tools if desired for the answers.

9. Insert cursor under the text box.

10. Next insert a table.  Go to Table on the menu bar and select Insert and then click Table.
11. Select 2 columns and 5 to 6 rows by clicking the up and down arrows beside each choice.  Click OK.

12. Click inside the first column and type Al Gore, press tab and type George W. Bush at the top of the second column.

13. Highlight the top row, select Bold and Center to align the candidate names.

14. Next highlight the entire table.

15. Go to Table on the menu bar and select Table Properties.

16. Select the row tab and specify row height at .5".
17. Save the document twice.  Save one in your directory and one in a directory that has student access.

18.  The template is now ready for the students to input information.

