Creating a Resource Table 
Below are directions of how to save photographs however, the process for saving any type of primary resource (e.g., audio files, video files, maps, and documents) would follow similar steps. One useful, easy technique is to create a management system to save primary sources is to use a table in a Word document to hold the necessary information in order to find the source again, or quickly determine what resources we have collected for our classroom. 

To create a table: Depending upon the version of your word processor the directions may vary.
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SUMMARY

A rural school house with school children and horses around it. The school house has a flagpole at the comer, flag flying and boy standing on roof. Girls seated on fwo horses in front of school and a
‘buggy to the side with cight children in it. People and location not given, ikely in North Dakota.
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Click on the INSERT TAB choose TABLE and then INSERT TABLE
2.   
Use the up/down arrow keys to choose the number of columns and rows you want (4 columns—5 rows)

3.
Click OK -The table is now inserted into your document.

4.
Label the columns:

· First Column – Image

· Second Column - Description
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Third Column - Citation

· Fourth Column – URL

5.
To control the size of the cells in your table, place the cursor


 in one of the cells. 
· Right click and choose TABLE PROPERTIES from the dropdown menu. 
· Click OPTIONS in the Dialog Box.
· A second Dialog Box will appear, click in the box in front of “Automatically resize to fit contents” to remove the checkmark and click OK.
· Click OK again to return to the table.

Tips


* To move from cell to cell, use the tab or arrow keys or 
   


* To add a new row or column,

· Click in the row or column next to where you want to 
insert a new row or column.
  
· Right click 

· Choose the option you need to add rows or columns

For additional information about creating and using tables, search the help files located

in your word processing program.

Inserting an Image into a Resource Table 

It will help you to add a small version of the image (thumbnail image) to your resource table so that you can more easily identify sources you are looking for.

1. Locate the thumbnail on the web page where you found your image.

2. Place the computer’s mouse over the image. The arrow will change to a hand.

3. Right click and choose COPY
4. Open your Resource Table and click in the cell where the picture will be inserted.
5. Right click and choose PASTE

6. The thumbnail should appear in your Resource Table.
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Inserting image into Resource Table 

Screen shot of table from Microsoft Word 2007





Screen shot of Table Options from Microsoft Word 2007








