Setting up colour scheme
1. Tools > Scheme Manager > Schemes > Choose a scheme > Edit > Choose page colour = white > OK
Making a table

2. Draw a table and enter number of rows and columns > OK 

3. Adjust columns to fit page width. Hint: use rulers to help make columns or rows the same size.
4. Adjust rows so that table is 550 pixels high (see ruler on left). 
Setting table cell properties, so they are all the same
5. Highlight whole table
6. Right Click > Table > Cell Properties > Margins: set all margins to 20 pixcels 
7. Highlight whole table

8. Right Click > Table > Cell Properties > Border > Click top left icon (like a four pane window) > Line Style > Choose black for now (later you will make it white) + weight = 10 > OK
9. Highlight whole table

10. Use the font menu to choose a web font from the list at bottom of page
11. Highlight whole table

12. Right click > Text Format > Paragraph > Hyphenation > untick Auto Hyphenation > OK
Making master table
13. Merge cells: highlight cells > right click > Table > Merge Cells
14. Fills cells using scheme colours (1, 2, 3, 4, 5) + black or white
15. Add text in title cells and set font sizes, alignments and colours
16. Add a logo (see Inserting pictures, below)
17. Highlight whole table

18. Right Click > Table > Cell Properties > Border > Click top left icon (like a four pane window) > Line Style > Choose white >OK
Copying Pages

19. Click next page (right arrow in bottom left of window)
20. Number of pages to be copied = 6

21. Check copy objects from page
22. OK
23. Name your pages: WELCOME, TECHNOLOGY, PREDICTIONS, YOUR CHOICE, 30 YEARS AGO, REVIEW, CREDITS
Inserting pictures

24. Use insert picture button / choose Yes for this message: would you like to insert a picture into the text at the current cursor position?
25. Click on picture and re-size
26. To place picture left to right within cell: use text alignment buttons 
27. To place picture vertically within cell: right click > Text format > Vertical Alignment  
Fonts for websites, which are found on all computers

Arial, Arial Black, Comic Sans MS, Courier New, Georgia1, Impact,  Lucida Console, Lucida Sans Unicode, 

Palatino Linotype, Book Antiqua, Tahoma, Geneva, Times New Roman, Trebuchet MS1, Verdana, Geneva, 
