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Table

Create a Table

1. 8 on Table.

2. 8 on Insert Table.

3. Type number of rows and columns.

4. 8 on OK.

Enter Information

1. Click in a cell.

2. 7

3. Press Tab.

Change Height or Width

1. Point to line.

2. Drag line when you see two arrows.

Highlight

Cell 8 on the left edge of the cell.

Column 8 above the column.

Row 8 to the left of the row.
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Delete Rows and Columns

1. Highlight Row or Column.

2. 8 on Table.

3. 8 on Delete Columns or Delete Rows..

Insert Rows and Columns

1. Highlight Row or Column.

2. 8 on Table.

3. 8 on Insert Columns or Insert Rows..

Borders

1. Highlight Cells.

2. 8 on arrow beside Border button.

3. 8 on type of border.

Format Cells

1. Highlight Cells.

2. 8 on a format (Bold, Centre, 18 point, etc.)
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