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Introduction  
This document will show you how to insert and format a  

table, format cell properties and delete a table.  

 

Insert and format a table  

1. Click the page where you want to insert a table. 

2. Click Table on the menu bar (Fig 1, 1). 

3. Click Insert Tableé (Fig 1, 2). 

4. The Insert Table dialog box opens (Fig 2). 

5. Set the number of Rows: and Columns: you want the table to contain (Fig 2, 1). 

6. Set the Alignment: (leave Default if you don't have a preference). Right or Left alignment  

will allow other text on the page to wrap around the table where as Center alignment will 

not wrap (Fig 2, 2). 

7. It is best to leave Float: as Default since not all browsers regard it the same way  

and you may have problems with the way the page is displayed to the users  

(Fig 2, 3).  

8. Set the Cell padding: which specifies the number of pixels between the cell  

content (text, images, etc.) and the border. For no cell padding, enter 0 

(Fig 2, 4). 

9. Set the Cell spacing: which specifies the number of pixels between  

the table cells. For no cell spacing, enter 0 (Fig 2, 5). 
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10. If you want to Specify width:, click the checkbox, enter a number in the text box and either 

select the In percent or In pixels (Fig 2, 6), which denotes which unit of measurement to use. 

11. If you want to Specify height:, click the checkbox, enter a number in the text box and either 

select the In percent or In pixels (Fig 2, 7), which denotes which unit of measurement to use. 

12. Set the Borders section Size: to the thickness of the border you want. If you donôt want a  

border, type in 0. You can also choose a border color by clicking the arrow on the drop down box 

next to Color: and select a color (Fig 2, 8). 

13. If you want a background for your table, you can either specify a Color: or click the Use  

background picture checkbox and click Browse to search for a picture on your computer. If 

you donôt want a background, leave it blank (Fig 2, 9).  

14. If you want to be able to use layout tools, click the Enable layout tools checkbox (Fig 2, 10). 

15. You also have the option of setting the current settings as the default for all new tables by  

checking the Set as default for new tables checkbox (Fig 2, 11). 

16. After you have made your selections, click OK (Fig 2, 12). 

Figure 2  
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17. Your table will be inserted into the page (Fig 3). You can see where the cells are located by the 

dotted lines. 

Format cell properties  

1. Right-click in the cell you want to format (you can select more than one cell by holding down 

the Ctrl key on the keyboard and then clicking multiple cells). 

2. Select Cell Propertiesé (Fig 4, 1). 

You can also get to Table Properties... from here as well to get back to the main properties of the 

table you initially set up. 

3. The Cell Properties dialog box will open 

(Fig 5). You can now set properties  

specifically for the cells you selected.  

4. You can add various layouts including a 

header cell and borders. You can also 

change the background color or add a  

background picture to the selected cells. 

5. Once you have made your selections, click 

OK (Fig 5, 1). 

Cell properties override the properties you set 

up in the table properties section since cell  

properties have precedence over table  

properties. 

Figure 3  
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Delete a table  

1. Right-click anywhere in the table. 

2. Click Delete (Fig 6, 1). 

3. Click Table (Fig 6, 2) and the table will be removed.  

You can also choose to delete just a row, column or cell from this menu. 

 

 

Figure 6  
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