Exercise 4 – Word 2007

Inserting pictures and tables
Inserting picture

Insert a picture of a bird from clip art.

· Click the Insert ribbon – Clip Art

· In the Search for box, type the word “bird” and Enter
· Choose the picture you wish to insert and it will insert into your document
· Format the picture to be movable by right-clicking, Format picture, Layout, Tight

· Notice the picture toolbar appears when you choose Format picture

Converting text to table
This exercise will allow you to convert the information below into a table with the information in separate columns.  To do this, highlight the text, click Table- Convert – Text to Table.

Rhoda Denlinger, IPD

Sally Smith, 4 West

Jane Oliver, 5 North

Mary Martin, ICU

Gene Mackley, Food Service

To insert a blank table, click Table – Insert – Table and choose number of desired columns and rows.
