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2 Advanced Formatting

0

I this lesonn, o loas abowt adding sestians and tables tn your Mail
essages, Tou'l alsa lsarn how to format and changs layout features of tablss.

Creating Sections

Sections are helpful in making large documents more manageable. Tou can gather all
the information on one tepis into a section. Sections collapse into one-line
paragtaphs of expand to display all the text in the section, so a reader doesn't have
to read sections that aren't of any interest. Figure 21.1 shows a document with
collapsed sections
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