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Learning Objectives

B After studying this chapter, you will be able to:

A Insert tables on slides
A Add and delete rows and columns in tables
A Format tables and cells

A Add non-text data over cells
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B Help organize information using rows and columns

B Make it easier to read information
B Can be formatted to match the presentation theme

B A table and its data can both be formatted
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Table Cells Can Be...

B Merged and split

B Formatted with different colors and borders
B Adjusted by width and height

B Deleted by rows and columns
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Table Alignment

Center \
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B Text in a cell may be aligned in various ways

Options include Horizontal,

90°, 270°, and Stacked
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Options include Normal,
None, Narrow, and Wide
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Adding and Removing Rows

B Add and remove rows/columns as needed

m Various options:

= M E B EE

Delete  Insert Insert Insert Inset  Merge Split
- Above Below Left Right Cells  Cells
Rows & Columns Merge
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special effects

Sack Race 100-Yard Dash Archery
1% place Tommy Mary Dersk
2™ place Isabella Ken lenna
3" place Nicole By Brian

Table Styles

B Table styles enhance a table with color, borders, and

No formatting

| 100-Yard Dash
Tommy ‘Mary IDerek
lsabella  Kken  jenna

Same table with a style and options applied
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Table Style Options

B At Table Tools = Design

v'| Header Row First Column
Total Row Last Column
| Banded Rows Eanded Columns
Table Style Options

Add alternating colors to table rows or columns
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