	This is a TABLE – made in Microsoft Word (‘97 – 2000)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


To make a TABLE select the Table icon or go to Table > Insert Table
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This is a TABLE — made in Microsoft Word (‘97 — 2000)
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To make a TABLE select the Table icon or go to Table > Insert Table

@ Table icon

Drag your mouse pointer to select the amount of CELLS you wish to make|
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Drag your mouse pointer to select the amount of CELLS you wish to make.  

A series of Vertical cells is called a COLUMN and a series of Horizontal cells is called a ROW.
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You can then manipulate the cells by dragging them with your mouse pointer.
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FORMS

To access the FORMS toolbar — click the right-hand mouse button
anywhere on the grey area at the top of your page and select ‘forms’.

You can place FORMS in a Table (but you don’t have to!)

‘What is the name of Harry Potter’s School?

Which girl is Harry Potter’s School-Friend?

‘Which ‘House’ does Harry Potter belong to?

‘Which film company made the recent Harry Potter film?
In the film — who plays ‘Hagrid’?
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You need to HOVER over a ROW or COLUMN divider and watch for the mouse pointer changing into directional arrows.  By pressing your left mouse button – these can then be dragged!
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FORMS
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To access the FORMS toolbar – click the right-hand mouse button anywhere on the grey area at the top of your page and select ‘forms’.
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	You can place FORMS in a Table (but you don’t have to!)

	1
	What is the name of Harry Potter’s School?
	 FORMDROPDOWN 


	2
	Which girl is Harry Potter’s School-Friend?
	 FORMDROPDOWN 


	3
	Which ‘House’ does Harry Potter belong to?
	 FORMDROPDOWN 


	4
	Which film company made the recent H. P. film?
	 FORMDROPDOWN 


	5
	In the film – who plays ‘Hagrid’?
	 FORMDROPDOWN 



The Table above is set-up ready for use – it just needs ‘locking’ - click on the ‘padlock’ icon.


To make your own FORM – click into an empty cell and then click the


Drop-Down Form Field Icon.

This will place an empty, grey rectangle into your selected cell – thus . . .

	6
	My name is . . .
	 FORMDROPDOWN 



Having already chosen your question you now need to offer some answers.

To do this you first make sure that your new ‘Form’ is selected and then ..

	6
	My name is . . .
	 FORMDROPDOWN 



.. you click onto the Form Field Options Icon

This is only available when a ‘Form’ is selected – at other times it is greyed – out!


Form Field Options

This is where you place your choice of answers.

I’m going to use:

David

Michael

Peter

John

I placed my answer in the Drop-down item: dialogue box and then selected 


When you have finished click on ‘OK’ and then ‘lock’ the page 

You may notice that each of our ‘Forms’ also has a blank space at the top of the answer list.  This is to prevent the ‘user’ from just printing the test as it comes to them.  By placing a blank ‘answer’ at the top – you force the ‘user’ to interact with the test!

Also note that each answer is preceded and followed by a ‘space’.  This helps to ‘frame’ the chosen answer for printing.
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