miuigy Row and Column

@ i Cursor GrighEHLIgY

® [ Table menu

© uHI Insert
» Columns to the Left : sintiuigy Column Densig
> Columns to the Right : &iniuigy Column fgnian
> Rows Above : linGuisy Row N2

> Rows Below : iintiuigy Row ngnsiimy
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Note

RIAN Cursor isleRsmumnisnthi(E]

= G Table menu Insert Rows e

> gmﬁi Insert MNumber of rows: IS 5
‘ 4 I Zancel ‘

=>» Put number of row you want to insert
Example: 5

- 5 Rows Above

> §ui OK
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miey Row and Column
O Select in a Row or Column that you want to Delete

® [ Table menu 2| x|

© i Delete  Shift cells up

™ Delete entire row

(4 ‘l:litﬁm Cells ™ Delete entire column

N Ote | ] 4 I Cancel |

- punRIAnidy Select Column iBmsdmuissinyl [Hiuy Table
51U Delete Gu1su Column

- [URINMY Select Row iBRBHimuinsisyh [5igsny Table
G Delete GHIH Row
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mitRin Columns

© Select 57 Column &8s Cells gignuAMiBLBHI{R]A

® [ Table menu

© usiw Split Cell...

O fnngtgs Columns iHmwHRENR{RIg AM{UHT Number of Columns

Split Cells

© usi OK

MNumber of columns:

Mumber af rows:

I+ Merge cells before split

] 4

—ancel
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mitiy Cell

O Select on Cell you want to merge

® §Ei Table menu

© uuil Merge Cell... | jj
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08. mugwesys Border Style

© Select on Cells you want to change

® uuiy Format Menu
© usiy Border and Shading
O uEIw Style you want to change

© sty OK button
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Borders and Shading ed by

Borders | Page Border | Shading |

Setking: Skyle: Preswview
S— || " Click on diagram below or use
l Wetis bukkons to apply borders
Box
Shadow - ll

I 1z pt j Apply Eo:
g ” _uskarm
HE

IF‘aragraph j

Jpkions. .. |

Show Toolbar | Horizonkal Line. .. | 21k I iZancel
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B0. sugwsgs Page Border

® usis Format Menu

® uGi Border and Shading

© uEi Page Border

® uui Art that you want Chang

@ uEiy OK
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Borders and Shading el b
Borders | Bage Border || shading |
Setting: Skyle: Presigm
- Click an diagram below or use
hone buktons ko apply borders
Box
Shadaw - ;I
color: | =1 -
Autornatic -
0 = :
YWjdkh:
— 14 pk - Apply ko
3 ” _uskom .
e Art: IWhn:uIe docurnent -
(none) -
— Qptions. ..
Shiowe Toolbar | Horizonkal Line. .. | 2K, I Cancel
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bo. musess Shading

© Select on Cells that you want

® i Format Menu
© s Border and Shading

® s Shading button

© Choose on Patterns that you want

@ EIl OK
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