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ESL Computer Lab – by Leslie Lofstrand
MS Word 2007 – 7.2 – Make a table of plural spelling rules (handout)

In this exercise, you will practice plural spelling rules, practice making tables, and you will learn how to drag and drop pictures.

To make the table
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Open the document “MS Word 2007 – 7.1 – Make a table of plural spelling rules (document)”
2. Click Insert Tab

3. Click Table

4. Click Insert Table
5. For Number of Columns, type 3
6. For Number of rows, type 18 
7. Click OK
To complete the table
8.  Click into the table to enter information

9. Type the headings of the columns like this example:

	
	Singular 
	Plural 

	
	
	

	
	
	


10. Click on a picture and hold.  Drag the picture into the first column of the second row of your table. Drop (let go).  
11. Type the singular and plural spellings of the noun in the second and third columns.  Continue until you have completed the table.

12. Save the document and Exit from Word.  Send the document to me.
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