INSERTING TABLES
Under which Tab:
INSERT
Three Ways to Insert the Table:

1.  Click the Table Button and select the number of rows & columns needed
2. Choose “Insert Table” – determine the number of columns & rows needed
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3. Click “Draw Table” and manually draw the cells
Rows:






Columns:

Go Across (horizontal)




Go Up & Down (vertical)
Cells:







4 x 6 table  = 

Each Individual box




4 = the Columns, 6 = Rows
To Make Entire Table Larger:


To Make Rows/Columns Larger:
Drag the bottom right corner of the table

Put cursor on column/row border until you 

get the double arrows & then drag
DESIGN TAB

Table Styles Group:

Can change the Table Style or Add Shading
To Draw Borders:

Manually add borders by clicking on the border already there
Mouse changes to:




To Stop Drawing:

Pencil






Click on Border Painter
TABLE PROPERTIES DIALOG BOX
Two ways to make the dialog box appear:

1.Right Click – Table Properties
2. Layout Tab - Properties
· Table Alignment

· Table Text Wrapping

· Borders & Shading

· Row Height

· Column Width

· Cell Width

· Cell’s Vertical Alignment

Five Ways to Add Additional Rows & Columns:

- Right Click – Insert – Select the correct rows/columns
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-Layout Tab – Rows & Columns Group

- Put mouse on the top or the left of a border until the + appears and 

adds below or to the right of the line

- Mini Toolbar
To add a Row to the bottom of your table:


Put your cursor in the bottom right cell and press tab
Three Ways to Delete Cells, Rows, Columns:

- Right Click – Delete Cells – select the correct option

- Layout Tab – Rows & Columns Group

- Mini Toolbar
To Have two cells become one cell:


To Have one cell become two cells:


MERGE 





SPLIT CELLS
To Have one table become two tables:

SPLIT TABLE
. . . the row that your cursor was on is where Table #2 begins
To Delete your Table:




Select

in upper left corner of table and CUT or BACKSPACE

Layout Tab – Delete – Delete Tab


Mini-toolbar – Delete – Delete Table
Inserting SmartArt Graphics
Found under which Tab:


INSERT

Different SmartArt Categories & Uses of Categories:

· List

· Process

· Cycle

· Hierarchy

· Relationship

· Matrix

· Pyramid

DESIGN TAB

CREATING GRAPHICS GROUP  - - - - Editing the layout

Adding Shapes BEFORE:


Adding Shapes AFTER:


Adds to the Left on the same level

Adds to the Right on the same level

(These add shapes to the same level of the object selected!!)

Adding Shapes BELOW:


Adding Shapes ABOVE:


Adds to the level below the


Adds to the level above


object selected




the object selected

Promote:





Demote:


Moves the shape UP a level.


Moves the shape DOWN a level

***The options above MAY differ depending on the type of SmartArt selected.  Some options may not be available depending on the SmartArt selected. ***

Purpose of Text Pane:

You are able to type directly into the SmartArt graphic by following the outline of bullets.
To Change Your Whole SmartArt Category / Layout Design:


Layout Group

Change Color/Style of Entire Graphic


SmartArt Styles Group
To Put SmartArt Graphic back to Original layout:


Reset Graphic Button

Mouse changes to this when “Draw Table” is selected:


A Pencil








