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BTT1O / 2O:  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” (1.78cm)  To do this click on the Page Layout tab and select orientation.  This can also be done through the: Margins > Custom Margins button 
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3. Insert a table with 5 columns and 7 rows.   To do this choose: Insert tab(Table(Insert Table or you can highlight the number of Columns and Rows
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” or 2.29 cm).
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5. Highlight the other four columns, do not include the first column and right click.  Choose “Distribute Columns Evenly” 
[image: image8.png]9-0 Document1 - Microsoft Word |TableTools - 7 X
Wome | et Pagelmout  Refernces  Malings  Revew  View | Desion  Lsout @
B o EmEEe) MR TN SIS Assbceoc AaBbCi AaBbce AAB aazbee i::m
= ——— [B{Z U - x x AT A NoSpaci.. Headingl Heading2 ~ Tile subtite < Change || (5 ee
Cipbosra & Font 5 Stes 5| cating
[

Page:10f1

staj

Mr Bourne’s Schedule
Dav2

Day1

Day3 Day4

Period 1

BAF3M - Rm. 207 SST-Rm. 123 BIT10 - Rm. 207 Prep Period

Period 2

BIT10 - Rm. 207 Prep Period BAF3M - Rm. 207

Period 3 Prep Period

BIT10 - Rm. 207 BAF3M - Rm. 207

Period 4

BAF3M - Rm. 207 Prep Period BIT10 - Rm. 207

Words:65 | <5 _Engish (Canada)

m Search Deskiop





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”(2.03cm).  Make row 2 exactly 0.3”(0.76cm).  
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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


Be sure to use the tools in the table tab in the top bar, and don’t be afraid to experiment – that’s the 
best way to learn!  You can always go back by using the undo button at the top left (beside the 
save button)

You need to include the four weeks in our schedule, the four periods and their times as well as lunch, the courses you are taking.  Please see Mr. Bourne’s Example below, but be way more creative!
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9. Save your file in your BTT folder on the server as: LastNameTimetable (example: SmithTimetable)

