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FrontPage: Creating and Modifying Tables

To Insert A Table

Table | Insert | Table

Enter the number of rows and columns

Specify the alignment of the table, the border size, the cell padding and the cell spacing

Specify a width for the table in either pixels or a percentage of the total screen.

· Border size applies to the border around all cells. A setting of 0 shows no borders

· Cell padding is the right and left margins within each cell

· Cell spacing is the empty distance between cells

To Alter Table Properties Once A Table Is Created

RC table | table properties

· In addition to the settings previously described, this window allows you to choose a background color or image for the table

To Add Rows Or Columns Once A Table Is Created

RC a cell in the table | choose insert a row or insert a column as desired

· A row will be inserted above the cell you are presently in

· A column will be inserted to the left of the cell you are currently in

To Delete Or Merge Cells

Select the cell or cells | RC | Choose appropriate command

To Split Cells

Select the cell or cells | RC | Split Cells | select split into columns or split into rows | enter the number of cells desired | OK
Setting Properties Of Individual Cells Or Groups Of Cells

RC cell | cell properties (you may select multiple cells using standard techniques)

Set the horizontal and vertical alignments for cell content

Set a background color or image for an individual cell if desired

The width of individual cells can be set in either pixels or percentage if desired*

*This can be tricky in complex tables. Total percentage of all cells in a row must equal 100%. or the total number of pixels in the table setting.

To Reset The Columns To Equal Width:

Select All The Cells | RC | Distribute Columns Evenly
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