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Click on File

Click on Document set up

Click on Landscape, ok

-G
Clle oON L The owl

Make a small cell
Right click to highlight blue frame

Click on Frames and Pictures

Set Frame Appearance

Click on Appearance

Frame Appearance

Sel the appeatance of your frame. The picture shows the effects of what
you choose on one comer of the frame.

Set as follows

Restore Defaulls |
| Border Colour | Border Colour Transparent J
Background Colour ] Background Colour Transparent |
Choose Border Colour _
Line Colour ] Line Colour Transparent I
Transparent
Comer radius (mm) = T_ ﬁﬁﬁﬁﬁﬁﬁﬁﬁ
. Liree Thick 01 mm] |6 -
Click ok Rt

Boeder Width (0.2 mm]) |5 3:

Internal Space (0.2 mm) 1 =

0K Cancel
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Click on Frames and Pictures EieaiEg b i

This will make a table using the selected frame as a
"ternplate", Say how many frames you require

Click on Make a table and set as followd acoss and how many down.

=]

Frames across |3 =1

. ..‘_]
Click ok Frameeacts IE =)

0K Cancel |

Drag and move yellow frame to size required

Click on the top left hand cell and click on scissors to delete

Click on next top cell
EL--D--JIZ]

Y
Click on S:r!U__!j

then click on all top row cells to group
5|

=

Click Ei‘.i: again until yellow frame appears around top row.
I

Click on yellow frame and make these cells smaller in depth.
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Click on f?ub% ’g %‘ E£]

Click off yellow frame

Fill in top row of cells with the times of the day, eg, 9-00
Group the remaining 45 cells as before or try this:
Drag a frame across remaining cells making sure all the cells

are contained within the frame, then hold Ctrl 6. This will put
a yellow frame around these remaining cells.

Click on then Click on gt

Drag a frame around 5 end cells top to bottom then Ctrl 6 as
before. These cells will contain the days of the week.

Click on yellow frame and drag to the left slightly to make
these 5 cells a little wider.
With yellow frame still on

Click on |abc x — B

=R
Click off yellow frame

Fill in the days of the week, Monday, Tuesday etc.
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Group the rest of the cells as before Ctrl 6

Set font size and graphic size e.g. 14 and 16

Click on E\
Click on %

Click off yellow frame

Fill in the rest of the cells with activities for the week, etc
literacy, numeracy etc.

To save on typing highlight text then copy and paste from
toolbar for activities which are repeated throughout week.

To colour cells

Click or group selection of cells
Click on Frames and Pictures
Click on Appearance

Click on Background colour
Choose colour

Click ok
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