Cleaning Layout Tables
April 3, 2018

[bookmark: _GoBack]Cleanly and consistently formatting tables are important for a professional look and for the best mobile experience on the City’s website. Please follow this procedure when copying and pasting a table from Word into the Civica HTML Editor.
Outline
1) Strip Formatting
2) Remove Paragraph Tags within Cells
3) Make Columns Equal Width
4) Apply Accessibility Features
5) Review Changes
Strip Formatting
1) Login to the Civica CMS admin site, and navigate to the page you wish to edit.
2) Open HTML Editor to edit the page.
3) Click on the Select All button.
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4) Click on the Format Stripper menu, and select Strip Css Formatting.
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5) Repeat steps 3 and 4 for Strip Font Elements, Strip Span Elements, and Strip Word Formatting.
Remove Paragraph Tags within Cells
1) Where there is inconsistency in font face or size, click in the cell.
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2) If you see a paragraph tag, P, click on the Remove Element link.
3) Repeat to all font anomalies. You may need to use break tags <br> to achieve spacing within the cell. To enter a break tag, hold the Shift key down on the computer keyboard and press Enter (Shift+Enter). This will have the effect of adding a single line break.
Make Columns Equal Width
1) Right-click within any cell in the table and select Table Properties from the context menu.
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2) Click on the Cell Properties tab.
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3) Click on the Select All link at the bottom-right of the table. 
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4) In the Width field, enter 50%.
5) Click on the OK button.
6) Click on the Save button to save your changes and review the page.
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Apply Accessibility Features
All tables should have accessibility features added. In this case we will add a caption and summary.
The caption is the dark solid bar at the top of the table. Every table must have a caption.
Example:
Administration
[image: ]
The summary is not viewable and is only read by screen readers to assist the sight impaired. The summary should be a single sentence, if possible, that clearly describes the purpose of the table.
Example:
Use this table to find Community Development Administration Contacts.
1) Right-click within any cell in the table and select Table Properties from the context menu.
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2) Click on the Accessibility tab.
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3) Enter a Caption, Summary, and click on the OK button.
[image: ]
4) Save the page and review the results.
Review Changes
Review your changes carefully. If you like the formatting, you are done. If not, you may decide to revert the page to the previous state and start over.
http://moss/Departments/Administrative_Services/Information_Systems/Computer_Training_Library/Civica CMS/Cleaning_Layout_Tables.docx
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