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	Supporting Details

	1) Where is the button located?

a. Table Tools/Layout/Alignment Group

2) How Many possible Arrangments?
a. There are 9 arrangments


	Setting Alignments within Table Cells
	1) How are numbers aligned? Why? Look at the Balance Sheet Below as an Example
a. Right Aligned because it is easier to read the values from right to left.
2) How is text aligned? Why?

a. Left Aligned or Centered because it is easier to read the values from left to right.

	1) What is the default  margins in a cell?
a. Top and Bottom is 0 and left and right are 0.08.
	Cell Margins
	1) Where do you adjust the cells margins.

a. In the Table Tools Layout /Alignment Group Cell Margins Button

	1) Where is the button located?
a. Table Tools/Layout/Table Group/Properties Dialog Box
b. Or you can select the upper left box and right click for properties.
	Align Table on a Page
	2) How many possible alignments for the table are there? It is only three( left, center, right)

	1) One way is to get a Double Vertical Lines on the Column Divider or Row Divider and drag to adjust.

	Adjust Column Width-Adjust Row Width
	1) Click on the Table Tools Layout and Cell Size Group and you change the number manually or with the arrows.

	
	
	

	
	
	


Part of a Sample Balance Sheet- One Side

	Assets- Text Alignment
	Amount Value- Number Alignment



	Cash
	$6,600

	Accounts Receivable
	$6,200

	Tools and Equipment
	$250,000


