Elements in the body instructions

You should get into the habit of saving often.  I recommend in an exercise such as this that you save after each skill has been performed. 

1. Make a table with 14 rows and 5 columns.  You can use the Insert/Table button. (If you point the mouse over a button, a tool tip will appear telling you the name of the button.) 
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2. We will refer to the little rectangles as cells.  Going across horizontally, cells form a row.  Going down vertically, cells form a column.  Merge the cells in the first and last rows (horizontal!).  Highlight the cells in the first row (drag with the mouse).  Go to Table Tools/Layout/Merge Cells.  Repeat for the last row.  
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3. Stretch the second row vertically.  Place the mouse on the border between the second and third rows.  It should turn into a double-headed arrow.   When it does, press down on the mouse and drag increasing the size of row two.  Stretch the last row vertically as well.  (Another way is to go to Table/Layout/Table/Properties, click on the Row Tab and enter a number or click on the little arrow on the side of the Specify Height box and then click OK.) 
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4.  Enter the text into the cells.  The last column will be empty.  We want the last column of numbers to look centered, but we also want to have their decimal points line up.  The last column is a trick to accomplish this effect.  
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5. Highlight the first row.  Click on the center button.  
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6. The first row should still be highlighted.  Under Table Tools/Design, click on the little arrow next to the paint-can (Shading Color) icon.  An array of colors should appear, choose dark green.  
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7. To make the lettering white, highlight the words, go to Home/Font Color and chose white.   Increase the font size.  And Click on the bold (B) button. 
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8. Highlight the second row.  Click the bold (B) button.  Under Table Tools/Layout, click on the Align Bottom Center from the choices.  
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9. Highlight all rows except the first.  Click on the Table/Design/Shading (paint can) arrow icon, click on More colors and choose a light yellow. 
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10. Reduce the size of the columns.  Place the cursor between two columns.  When it turns into a double headed arrow, change the column width by dragging. Highlight the third column and click the Center button. 
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11. If the numbers in the fourth column are not aligned on the right, then highlight the fourth column and click the Align Right button. 

12. Highlight the entire table.  Go to Table Tools/Design/Borders Click on the arrow next to the Outside Border button (on the Tables and Borders toolbar) and choose the No Border option.  
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13. All of the lines may either disappear or turn light gray.  The light gray is a gridline (or guideline) and does not print.  To see them choose Table Tools/Design/Borders/View Gridlines.  If you have them and do not want them do the same except at the end it should say Hide Gridlines.   
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14. Highlight the second row.  Go to Table Tools/Design and use the drop-down list of Line Weight to choose 3 pt from the menu.  The cursor turns into a pencil.  Use that pencil to underline the second row.  Click on the Draw Table button (pencil) at the left end of the toolbar to return the cursor to normal. 
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15. Highlight the entire table.  Go to Table Tools/Layout/Properties.  Choose the Table tab from the dialog box. Click the Center box under Alignment. 
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16. Merge the last two cells in the second row.

