Here are some tips on handling tables:

First to insert a table, you can use the icon or the menu. As with most selections, the menu gives more options. Using the icon a dragging to obtain 9 columns by 3 rows provides this pattern from margin to margin.

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


You can modify the properties of the table by right clicking in the table and choosing Table Properties. You can also move or resize the table with the mouse. When you click anywhere in the table, you get 2 icons displayed. Unlike other graphics that display 9 Resizing handles around the graphic and a floating Move handle attached to the mouse pointer, a table puts a single Resize handle in the lower right corner and a Move handle in the upper left corner.

If you decide to use the Table menu, you will notice that the choices include Draw Table, Insert, Delete, Select and some grayed out selections. Lets take these in order.

Draw Table. Clicking this item activates the Tables & Borders toolbar. You can turn this on or off in the View Toolbars menu also.
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Insert Table gives a dialog box with selections: The figure on the right shows the default selections. You can determine the number of cells (Rows x Columns) in the top section. You can determine cell size in the next section. And if you click the AutoFormat button, you get another dialog box with a number of preset table formats to choose from. You will need to play with the various selections to see how flexible it is. The graphics on the right were modified to allow wrapping so they could be moved to the side of the text.
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Once you have your table selected and inserted, you can begin adding data. If you find you need to add rows or cells or modify the appearance, these are easily done. The table below was created from the 3D Effects 3 selection in autoformat with 5 Columns & 5 rows & .5 column width. The blank table looks like this:

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Then I entered some data:

	
	Dave
	Bob
	Joe
	Mary

	Jan
	16
	25
	8
	20

	Feb
	18
	23
	10
	16

	Mar
	22
	30
	25
	22

	Apr
	26
	28
	20
	30


Note that these tables are set by default to not allow wrapping. Try modifying the table after you have finished.

I selected the top table by clicking on the Move handle and then right clicked and chose Copy. I then moved my cursor down to the next page by using Insert -Break – Page Break

And right clicked again and chose Paste Cells to get another copy of the table like this:

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


I moved the cursor below the table and created another one so I could modify it:
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I resized it using the lower right handle. I tried moving it using the handle and it does not. Right clicking the table and choosing Table Properties allowed me to change the alignment to Centered. Moving to any position would require setting the Wrapping from None to Around. I left it in None.

I then went into the Table Properties and then to Borders and Shading to set the appearance of the cell lines. I modified a few items, but could not find out how to do the 3 D effect.

