Formatting Tables

When you insert a table, the lines may not print by default. To check if they do,

Insert a table. Insert some entries. Look at print preview. You may not see lines. If that is the case, there are 2 ways to add the lines. Select the entire table. (Hold the mouse near the upper left corner to see the box or use the menu command. Click the mouse anywhere in the table, go to Table menu, Select, Table.)
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	Method 1 using Autoformat:

Click Table, Table Autoformat and you get this dialog box. Scroll through the list and look at the preset formats. If one suits you, select it. Look at the options while you are there. In this tool you are limited to the preset conditions. If you want other options, go to method 2.
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	Method 2 using the Borders & Shading:

With the table selected, you can access the Borders & Shading from the Format menu or from the Table Properties dialog box. To access the dialog box, use the Table menu or right click the table. In the dialog box at the right, you can select Borders & Shading. Look at the Options while you are there.
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	In the Borders and Shading dialog box, you have a lot of selections for lines. In the example at the right, I chose a triple line from the Style box and made it a blue color and selected a gray background from the Shading tab.
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While we are discussing tables, note that I used a table to align the graphics and the associated text. As I mentioned in a previous tip, learning to use tables can extend your use of Word.

