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If you need to create a table in TestReach, you can do this in your answer box, as shown

Creating tables in TestReach

below.

Click on the table icon as shown below:

This is your answer box for Question 1. If you use the Excel spreadsheet, you must copy and paste any calculations

and workings thal accogipany your answer into this box
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This brings up a box where you select the table size:

This is your answer box for Question 1. If you use the Excel spreadsheet, you must copy and paste any calculations
and workings thal accompany your answar inlo this box
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Select the size of table required by clicking in the bottom right box of the area you
highlight:

This is your answer box for Question 1. If you use the Excel spreadsheel, you must copy and paste any calculations
and workings thal accompany your answer into this box.
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This inserts your table into the answer space:

This is your answer box for Question 1. If you use the Excel spreadsheet, you must copy and paste any calculations
and workings thal accompany your answar inlo this box.
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You can also see a table toolbar:

This is your answer box for Question 1. If you use the Excel spreadsheet, you must copy and paste any calculations
and workings that accompany your answer into this box.
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The first button allows you to amend columns:

This is your answer box for Quastion 1. If you use the Excel spreadsheet, you must copy and paste any calculations
and workings thal accompany your answear inla this bax.

B I U S HH H E = =

ﬂvEHvaEEEE o

Insert column left
Insert column right
Delete column

Salect column

The second button allows you to amend rows:

This is your answer box for Question 1. If you use the Excel spreadsheet, you must copy and paste any calculations
and workings thal accompany your answar inlo this box.
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Haadar row
Inserl row above
Insert row balow

Delete row
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The third button allows you to merge or split cells:

This is your answer box for Question 1. If you use the Excel spreadsheet, you must copy and paste any calculations
and workings that accompany your answer into this box.

B I U & HH HH E = & £E =

E~ EVEVEHEE 0]

Merge cells

Split call

The fourth button allows you to insert a paragraph outside the table, either before or
afterit:

This is your answer box for Quastion 1. If you use the Excel spreadsheet, you must copy and paste any calculations
and workings thal accompany your answear inla this bax.
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Insart before

Insart after
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The fifth button is table properties, and the sixth is cell properties:

This is your answer box for Quastion 1. If you use the Excel spreadsheet, you must copy and paste any calculations
and workings thal accompany your answear inla this bax.
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This is your answer box for Question 1. If you use the Excel spreadsheet, you must copy and paste any calculations
and workings that accompany your answer into this box.
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Cell properties

Both of these buttons provide various functionality regarding borders etc, either in
respect of the whole table or an individual cell:

Table properties

Bordar

none e Color / Width

Background

Calor

#00000000

Dimensions and alignment
Width Height

100% 201px

" Save X Cancel
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We do not recommend you use these, other than to align text, as you do not need to add
borders or amend colours. You can also align text within a table by using the main
toolbar:

This is your answer box for Question 1. If you use the Excel spreadsheet, you must copy and paste any calculations
and workings thal accompany your answar inlo this box.
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The penultimate button is to copy the table:

This is your answer box for Question 1. If you use the Excel spreadsheet, you must copy and paste any calculations
and workings that accompany your answer into this box.
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Copy table

Page | 6



The final button is to delete the table. Please note - if you delete the table by accident,
you can use the keyboard shortcut CTRL+Z (Command +Z on a Mac) to ‘undo’ the
deletion.

This is your answer box for Question 1. If you use the Excel spreadsheet, you must copy and paste any calculations
and workings that accompany your answer into this box.

B I U s HH H E = &= = =

hhh

@v%vEﬂvaEﬂEﬂ

Page |7



	Creating tables in TestReach

