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MS Publisher 2007: Tables

Lesson Notes
Author: Pamela Schmidt

Creating Tables
Choose either the Table Tool on the Object Tool Bar or Table from the Menu
to bring up the dialog box for creating a table.
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Once the Ok button is selected, the table will
insert into the document.
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Borders and Shading

To change the borders or shading of the table, select the cells to be changed.
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Right click on the selected cells and choose Format Table from % FormatTable..

the pop up menu. & Look Up...%
The dialog box will open. r
Format Table ; l g iﬁ-l
Colors and Lines ‘ Size | Layout | Picture | Cell Properties | Web ‘
Fill
Color: Mo Fill E
Transparency: 4 b0 %
Line Preview
Color: Ll
Weight: 0.75 pt

Draw border inside frame
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Under Preview, select the borders you
want to change, and then select the
color and line styles you want.

Presets

Apply settings to new objects
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Size
Select the cells to be changed then use the Size tab to change the size of the cells.

Format Table 2 B ; M
Colors and Lines SIZE!| Layout | Picture | Cell Properties | Web ‘

Size and rotate

Height: 4.75" Width: |6.5"
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Rotation: |0°
Scale

Height: 100 %

L1113

Width: 100 %

L1113

[ Lock aspect ratio
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Or take the mouse over the edge of the cell wall to change the whole column or row size.
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Format Table L B ' M

| Colors and Lines | Size |Lay0ut| Picture | Cell Properties | Web |

Layout
Wrapping and position of the whole table
can be changed in the Layout tab.

Object Position: |Exact
Position on page

Horizontal: 1" Erom: |Top Left Corner IZI

Alr| 4>

Vertical: 1" From: |Top Left Corner |ZI

Wrapping Style

ot ot o fad b &
Sguare Tight Through Top and bottom Mone
Wrap text

(@ Both sides () Leftonly (") Right only (") In largest space available

Distance from text

Automatic Top 0.04" . Left |0.04"
Bottom |0.04" = Right |0.04"
[ OK ] [ Cancel ] l Help

Cell Properties

The Vertical alignment and the margins within | Fermat Taole tAS 4 o
a cell can be changed in the Cell Properties | colors and Lines | size | Layout | picture ]

tab.
Vertical alignment: Top EI ﬁ

Text Box Margins

Left: 0.04" Top: 0.04"
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Right: 0.04" = Bottom: 0.04"

[] Rotate text within AutoShape by 90°
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