Working with TABLES in Smart Notebook

To insert a table
1. Press Table 
2. Move the pointer over the grid to select the number of columns and rows that you want in the table. The cells of the grid correspond to the cells of your table. The table appears on the page.

To move a table
Drag a box around the entire table to Select the table, press the square in the table's upper left corner, and then drag the table to a different position on the page.

To resize a table
1. Drag a box around the entire table to Select the table.

2. Press the table's resize handle (the white circle), and then drag it to increase or reduce the size of the table.

To resize a column
1. Press Select [image: image1.png]


.

2. Press the vertical border to the right of the column. A resize pointer appears.

3. Drag the vertical border to resize the column.

To resize a row
1. Press Select [image: image2.png]


.

2. Press the horizontal border below the row. A resize pointer appears.

3. Drag the horizontal border to resize the row.

To add a column
1. Select a column.

2. Right-Click (Ctrl-Click) in the column, and then select Insert Column. A new column appears to the right of the current column.

To remove a column
1. Select the column.

2. Right-Click (Ctrl-Click) in the column, and then select Delete Column.

To add a row
1. Select a row.

2. Right-Click (Ctrl-Click) in the row, and then select Insert Row. A new row appears below the current row.

To remove a row
1. Select the row.

2. Right-Click (Ctrl-Click)  in the row, and then select Delete Row.

To remove a cell
1. Select the cell.

2. Right-Click (Ctrl-Click) in the cell, and then select Delete Cells.

To add a shade to a table
1. Select the table.

2. Press the table's menu arrow, and then select Add Table Shade.

To remove a shade from a table
1. Select the table.

2. Press the table's menu arrow, and then select Remove Table Shade.

To add a shade to a cell or multiple cells
1. Select the cell or multiple cells.

2. Right-Click (Ctrl-Click) the cell or cells, and then select Add Cell Shade.

To remove a shade from a cell
        Press the cell shade.

Adding Objects to Tables
NOTE: You can add only one object to each cell. If you want to add multiple objects to a cell, group the objects before inserting them into the table.

To add an object a table
1. Select the object.

2. Drag the object to the table cell.

NOTE: You're unable to move an object if it's locked in place.


If you add a text object to a table, the cell resizes to fit to the text object. If you add other object types to the table, the object resizes to fit the cell.



To remove an object from a table
1. Select the object.

2. Drag the object out of the table.

*If the table is locked you will be unable to remove an object
.

To change the table's background 
1. Select a table, column, row, cell or selection of cells.

2. If the Properties tab isn't visible, press Properties [image: image3.png]
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3. Press Fill Effects.

4. Select Type of Fill  (Solid, gradient, pattern etc.)
To split a cell
1. Select the cell.

2. Right-Click (Ctrl-Click) the cell, and then select Split.

3. Select an option to split the cell into multiple rows and/or columns.

To merge cells
1. Select the cells.

2. Right-Click (Ctrl-Click)  the cells, and then select Merge Cells.

