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Working with Tables 
 
Who needs this? Content Editors & Content Administrators 
 
The OISE CMS has built-in features for creating and formatting tables.  This guide will help you 
take advantage of these features and display information in a way that is most useful to your 
users. 
 
Table Creation and Manipulation 
 

To create a table, use the Create Table button in the text editor:  
 
This will bring up the Table Properties box: 

 
From here you can choose the size of the table along with the number of rows and columns.  It 
is generally a good idea to make the table width close to the width of your page (see CMS Grid 
Page Layout and Sizing for more information on calculating table sizes).  Putting in a table 
height is not recommended.  By default, the cells of the table will be an appropriate height for 
text, and the cell height will automatically change to accommodate anything larger.  Click OK to 
add the empty table to the page. 
 
Once the table has been created, it can be manipulated and changed easily.  Right-clicking on 
the table will give you the following menu: 

 
Cut, Copy and Paste all work as they do in other programs, however if you 
are pasting text, be sure to use the Paste as plain text feature. 
 
Cell allows you to insert, delete, or split individual cells.  It will also allow you 
to access the Cell Properties window (see below). 
 
Row allows you to insert or delete individual rows. 
 
Column allows you insert or delete individual rows. 
 
Delete Table removes the table. 
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Cell Properties will bring up the following window: 
 

 
This allows you to change the various properties of the cell: 
 
Width – changing the width of the cell will change the width of the entire column. 
 
Height – changing the height of the cell will change the height of the entire row.  This is not 
recommended!  Row heights will adjust automatically when text or images are inserted into the 
table.  Changing the row height manually can throw off the uniformity of the table, so unless you 
are going for a specific aesthetic effect, it’s best to let the table determine heights automatically. 
 
Word Wrap – setting this to Yes will preserve the width of the cell and column, and words will 
continue on the next line.  Setting this to No will make the cell/column width variable depending 
on the length of the text input. 
 
Horizontal Alignment – allows you to set text/image alignment to Left, Center or Right. 
 
Vertical Alignment – allows you to set text/image alignment to Top, Center or Bottom. 
 
Rows Span – allows you to make a cell span more than one row. 
 
Columns Span – allows you to make a cell span more than one column. 
 
Background Colour – allows you to change the colour of the selected cell(s).  Hit the Select 
button and you’ll get a list of the available OISEcms colours. 
 
Border Color – allows you to set the colour of the cell borders. 
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Table Properties will bring up the following window: 
 

 
 
The Row and Column numbers can’t be changed from this window, but they can be added or 
removed using the main Row and Column options mentioned on the first page. 
 
The overall width and height of the table can be modified from this window.  Modifying table 
height is generally discouraged as it can make the individual cell heights inconsistent.  This is 
especially true for tables containing mostly text.  Width can be modified without issue, but make 
sure to check the widths of the individual columns to ensure the table is displayed as you’ve 
intended. 
 
Caption will add a title at the top of the table. 
 
Summary will add a summary to the table metadata; users will not see the summary. 


