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Weekly Reusable Calendar
Tables

1. Open Word.

2. Add header for your name.

3. Change all margins to .5.

4. Insert a table.  You need 2 columns and 9 rows.

5. Row 1 needs to be merged.  Use the Tables and Borders toolbar.

6. Change Row 1 width to 1 inch.  Highlight then click on Table then Table Properties.  Click on Row and make the change.  Type in the word - month
7. Change row 2, 4, 6, and 8 width to .5 inch.  Highlight then click on Table then Table Properties.  Click on Row and make the change.  Type in the days of the week in each.  Type notes in the last cell.
8. Change row 3, 5, 7, and 9 width to 1.5 inches. Highlight then click on Table then Table Properties.  Click on Row and make the change.

9. Draw a small line at the ½ inch mark on rows 2, 4, 6, 8.  This is where you will later write in a date.  Use the Tables and Border toolbar.
10. Continue using the Tables and Borders toolbar to change the line color and add a background color.

11. Add small clip art pictures.

12. Be creative.

13. Print Preview – fit to one page.

14. Print to color printer.

15. Cut it out and I will laminate it and put a magnet on the back.  You can use dry erase markers or transparency markers.  Hang in your locker or at home on the refrigerator. 
***Never put a magnet on or near a computer or a computer monitor!
