TABLE FORMATTING FOR PROPOSED SSPs (10/13/99)

Tables may be any width, not to exceed 6.50" and are to be centered.

To Create a Table:

(
From the Table menu, Insert Table or Convert Text to Table .   For Help see MSWord Help "Create a table".

(
Tables  alreadyin SSP format are available from OE as AutoText entries.

To Apply Borders:

(
Select entire table and set settings, as shown below:

[image: image1.png]Table AutoFormat

Formats: Preview
T L L

(T A AT
Weer 5 ——Ta 717
Sow 57T
Toul ToT Tz Ter

Formats to apply

M gorders Oont OeutoFit

[ shading Ocelor

Apply special formats to

[ Heading rows O Last row

O First column O Last column




Double Underline The Heading Row:

(
Select heading row and double underline using the following settings:
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Center Table:

(
Select entire table and center using the following settings:
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Example Blank Table:















Text Assemblage:

(
Add Or Correct Text.

(
Select table or columns in  table and assign appropriate table styles as desired (only use the table styles available in the 99SSP template).
Adjusting Column Widths:

(
Correct text in the table to eliminate dashes, extra paragraph markers, etc.

(
With table selected adjust columns using  "AutoFit" or adjust columns.
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(
Check out the revised table again to ensure that it is what you want.  Add or remove paragraph markers to obtain the desired results.  AutoFit or adjusting column widths might be needed again. 

