1.  In File: Page Setup, 

select the Margins tab


2.  Set margins for .08” 
3.  Set all others at 0 
4.  Select the Paper Size tab 

5.  Set Paper

Size to legal 


6.  Set Orientation to landscape 

7.  Click on Insert Table 
8.  Set columns at 6 and rows at 4 

9.  Select table 
10.  Select Cell Height and Width 

11.  Set it to

Exactly 100 pts 
12.  Uncheck 

Allow row to break across page 

13.  Use Draw Table to modify table 
14.  Add clip art or WordArt to jazz it up
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