MS WORD
CREATING A REGISTRATION FORM USING TABLE

	Steps
	How to do 

	1. Insert a three columns and 25 rows table.


	· Select Table > Insert Table and enter the number of columns and numbers of rows and click OK

· Alternatively Click the Table Icon In the Standard Tool Bar and select the number of columns and rows by dragging the mouse.

	2. Select the last column
	· Take the mouse pointer to the top of the column. When it becomes a thick short down arrow, click left mouse button.

	3. Split the Column into 15 columns and 25 rows
	· Select Table>Split Cells and enter the values in the dialogue boxes.

	4. Now Select the entire Table
	· Select Table>Select >Table or

· Take the mouse pointer to the left hand top corner and click on the four headed arrow

	5. Remove all the borders
	· Select Format > Borders and Shading > Borders > None

	6. Add borders to the desired cells
	· Select the Cells

· Select Format > Borders and Shading>Select All borders

· Alternatively use the all borders option in Formatting Toolbar. 


