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(1) Explain the term table? 
Answer: A table is a data structure that organizes information into rows and columns. A 
table can be defined as a collection of related records 
The tables consist of rows and column. The columns of the table are called Fields. The rows are 
called Records. 

(2) Write the steps used to create a table using the Insert Table dialog box. 
Answer:  

 Click on Table from the menu bar. Select Insert, and then Table. 

 Enter the desired number of rows and columns. 

 Choose AutoFit behavior if you want the table's cells to automatically expand to fit the 
text inside them. 

 Click OK to insert your table. 
(3) Write the steps of inserting a column in a table? 
Answer: 

 Step 1: select a column.  

 Step 2: right click on it. 

 Step 3: go to "insert" option. 

 Step 4: click the "insert column to right/left" 

 Step 5: column appears. 
(4) Discuss the two ways by which you can change the row height in a table? 
Answer: 

 Adjusting Table Row Height 

 Select the table row whose height you want to specify. 

 Choose the Cell Height and Width option from the Table menu. ... 

 In the Height of Row box, select the way you want row height to be determined. ... 

 If you selected At Least row height or exactly row height, specify a measurement in the 
at dialog box. 

(5) How can you add borders around a table? 
Answer: 

 Use the Border Styles gallery to add a border 

 Click in the table, and then click the Table Move Handle to select the table. The Table 
Tools Design tab appears.  

 Click Border Styles and choose a border style. 

 Click Borders and choose where you want to add the borders. 
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