How to change table format�
�
To make a table cell span more than one column, select all of the table cells in that row, spanning those columns. To select side by side cells, put your cursor in the first cell, hold down the left mouse button and place your cursor in the other cell.�
�
Go to the Table menu and choose Merge Cells.


Suppose you want to make a cell span two or more rows, here is what you do. Put your cursor in the appropriate cell. Choose Select Cell from the Table menu. Then choose Split Cell from the Table menu. The Split Cell Dialog Box will appear. Choose "Split into rows" and specify the number of rows you want in that cell. Click on OK�
�



How to add and delete columns and rows�
�
To delete a row or column place your cursor to the left of the row, just above a column, until it turns into a black arrow. When the black arrow appears press the mouse button to highlight the row or column. The row or column will be highlighted and then you press the "Delete" key. (Or you can go to Tables-->Delete Cells)�
�
To add rows or columns, place the cursor above or below where you want to add the row. Select Insert Rows or Columns from the Table menu. The Insert Rows or Columns dialog box will appear. Select which option you want to do (rows), select either Above Selection or Below Selection to indicate where you want them inserted and then click OK. If you want to do columns you will get a slightly different dialog box which will ask if you want to insert the columns to the left or right of the cursor.�
�



How to add text to the table�
�
To add text to a cell, place your cursor in the cell and start typing.


All table cells will expand to fit the largest word into the cell. The whole row of cells will expand to match the size of the largest cell.


You can format the text in any cell by highlighting it and then choosing any of the formatting buttons on the toolbar (ie. Centered, left aligned, bold, smaller or bigger font, etc).�
�



To add a background image to a table�
�
A table can have a different background image from a page. When you specify a background image, any selected color from the Background Color drop-down list could be overridden, unless the background image you choose has a color specified as transparent.





In the FrontPage Editor, move the insertion point inside the table to which you want to add a background image.





On the Table menu, choose Table Properties.





Select the Use Background Image check box, and then click Browse to open the Select Background Image dialog box:





If the image is in the current FrontPage web, browse to the folder that contains the image, select the image you want, and then click OK.





If the image is in a file on your local network, click the File button: This displays the Select File dialog box. Browse to the image you want from your local network, and then click OK.





If the image is on the World Wide Web, click the World Wide Web button: Your Web browser will be displayed. Browse to the image that you want, and then switch back to the FrontPage Editor. The location of the page you visited will be displayed in the URL field.





If the image is clip art, click the Clip Art button to display the Microsoft Clip Gallery, and then select the image that you want. �
�






