The Page Tool: Making or Editing Tables

This document outlines making and editing tables

The D2L Text Editor appears in a number of places in D2L, generally being anywhere that you would
type text onto the page such as discussion posts, news items, HTML pages, etc. You can create
tables using the table tool as shown below.
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First you should know you can cut and paste tables in from other software programs such as Word or
Excel and these generally paste in with formatting intact.

To create a table using the text editor tool click the table icon as shown ->

A popup will appear that allows you to input options for the creation of your table.
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Type Your Stuff ' Into The

General || Advanced To create your table first choose how many columns
[ General properties and how many rows you’d like to start with. You can
Columns -2 Rows -2
add/remove rows and columns later if you need to.
Cellpadding |:| Cellspacing I:l
Alignment [~ Notsat - [v] Border [ ] If you’d like your table to have a visible border type a
width I height [ ] 1 into the field for ‘Border’.
Class | -- Not set —- EI
Table caption [ If there are options you don’t understand just leave
at the default. You can leave anything blank other
than rows/columns.
Click ‘Insert’” when you’re done on this window.
Click on the table and use the little
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squares around the edge to resize it.
Click into a cell to add text etc into the
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Tables

To make changes to any table (ie add/remove a new row or column) first click into the cell closest to
where you want a new row/column to appear. Or if you are deleting a row/column click into one of that
row’s cells.

Then click the dropdown menu next to the table button as shown below. If the options appear greyed
out ensure you have clicked into a table cell. (the table should be shown selected indicated by the
little squares around the edge as shown in screenshots above)

T v : The first two options in the list allow you to do advanced
M, Table Cell Properties editing of cell properties if you wish. A popup will appear via
B, Table Row Properties which you can choose the ‘advanced’ tab for background colour
H_ Remove Column or border colour, or the ‘basic’ tab to set vertical text alignment
B_ Remove Row etc.
El_ Delete Table
i IBr‘lg.cEDrr‘tECDIumn Options for editing the table you have selected are shown in
M Insert Column After the screenshot to the left. Note that options to create and
'5. Insert Row Before delete rows/columns will be dependent on which cell you have
. Insert Row After clicked into before choosing the option.
F Cut Row
% Copy Row
& Paste Row Before
& Paste Row After
EE' Merge Table Cells
-E]- Split Table Cells

To return to the Table properties options (ie, the popup that you saw when you created the table) click
anywhere inside of the table in question then click the Table button again. You will be able to edit
some formatting (ie, cell padding) and advanced properties but not rows/columns. To do that use the
method above.
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