Tantalizing Tables

Quickly create a simple table…

1. Click where you want to create a table.

2. Click Insert Table on the Standard toolbar.
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3. Drag the pointer over the number of rows and columns you want.

4. Changing size of cells: Slowly move the cursor over the cells, adjust the size of the cells manually.

5. Merging cells: You can quickly merge multiple cells by selecting them and clicking Merge Cells 

6. Inserting new cells – Click in the cell next to where you would like to insert cells. Click on the Table Menu – Drag to Insert – make the choice of what you want to do…(Rows above, rows below… etc)
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