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Chapter

12
Using the Table Tools

Tables can be inserted into Google Documents.  Basically, the TABLE is a simplified 
spreadsheet that can be inserted anywhere in a document.  Its use can save you having 
to set margins and indents using the Ruler.  Let’s create a simple roster to illustrate the 
use of the table tools.

Starting the Document

	 1	 Load Google Docs or start a NEW DOCUMENT.

	 2	 Enter the heading:
MAKE BELIEVE HIGH SCHOOL

		  and press the <enter> or <return> key twice to add some space after it.

Inserting the Table
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Changing Column Widths

The widths of columns can be adjusted.
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Entering the Headings

The headings for the table will be entered in the top row. 
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NOTE:	 Unfortunately, at this point in time, Google Docs does not allow you 

to merge groups of cells into one cell, so the headings needed to be 
entered over 2 cells.

Shading Cells

Cells within the table can be shaded. 

	 1	 The top two cells should still be highlighted.

	 2	 Display the TABLE menu and select TABLE PROPERTIES.
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