
6/15/2010

Instructor: 

Matthew Barrick

e-mail: barrick@cs.unm.edu

www.cs.unm.edu/~barrick

Office: Farris Engineering  

Center (FEC) room 106

Microsoft Word Tables

CS-150L

Computing for Business Students



6/15/2010
2

Paste as Unformatted Text

Effective Java (2nd Edition)

by Joshua Bloch 

List Price: $49.99
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Insert  Ribbon→Table→Insert Table...

Default Table: 

■ Columns = 2

■ Rows = 2

■ AutoFit to contents
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Table From Past CS-150 Exam

Merge Cell used on 

selected cells.

Format → Borders and Shading used to 

create the 3 different types of cell borders
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Image layout Options

Double-click on image 

to open Format Picture 

dialog.

Table with two rows, 

one column, and 

hidden borders
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Use Tables for Complex Layouts

Try using 

nested 

tables

without 

boarders.
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Vertical Centering in a Table

One Row
There are Two 

Rows Here

This Last Column 

Has Three Rows of 

Text

One Row

There are Two

Rows Here

This Last Column 

Has Three Rows of 

Text

***Bad***

Centered by 

adding spaces
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"It did not print the borders inside the table"

Use Print Preview from the File menu to see how the page 

will print.

No inside borders are selected, 

Thus, none will Print. In Normal and 

Page Layout View, however, table 

shows non-printing guide lines.


