HOW TO USE THE HELPER COORDINATION CHART

You—or better yet, a friend—can use the Helper Coordination Chart to keep track of the people who offer to help you while you’re being treated for breast cancer.  The chart is a Microsoft Word document that you can download to your computer and customize to fit your own needs.  Here are some basic instructions for customizing the chart:
To add more rows:  Use your mouse to highlight the row where you would like to add another row.  (To add multiple rows, highlight the number of rows you want to add.)  Then click TABLE on the menu at the top of the page.  Choose INSERT and then choose either ROWS ABOVE or ROWS BELOW.  
To delete rows:  Use your mouse to highlight the row you want to delete.  Right click with your mouse, and then select DELETE CELLS.  Then click DELETE ENTIRE ROW. (To delete multiple rows, highlight all of the rows you want to delete.)
To add columns:  Use your mouse to highlight the row where you would like to add another column.  (To add multiple columns, highlight the number of columns you want to add.)  Then click TABLE on the menu at the top of the page.  Choose INSERT and then choose either COLUMN TO THE RIGHT or COLUMN TO THE LEFT.
To delete columns:  Use your mouse to highlight the column you want to delete.  Right click with your mouse, and then select DELETE CELLS.  Then click DELETE ENTIRE COLUMN.  (To delete multiple columns, highlight all of the columns you want to delete.)
To change the borders:  Use your mouse to highlight the cells that you want to change.  Then click FORMAT on the menu at the top of the page.  Choose BORDERS AND SHADING.  Then click on the diagram to add or delete borders.  You can also change the color, width, and style of the borders.
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