TABLES 

 There are several methods of creating a table

1. inserting a blank table using menus or the toolbar

2. drawing a table

3. Converting text to a table

Inserting a Table

1. Choose Table from Menu Bar

2. Insert Table

3. Enter number of columns and rows

4. Column width – can allow Word to automatically adjust width or select your own

5. Autoformat – Automatic shading and borders

Drawing A Table

1. Table

2. Draw Table

3. Select the pencil from the Table toolbar

4. First draw the initial rectangle for the table

5. Use the pencil option to draw in row and column dividers

6. Use the eraser option to delete any mistakes.

7. Adjust the width of the columns, and the height of the rows by:


a)move the cursor between rows or columns until it becomes a double arrow


b)drag the boundary to the desired position.

 Converting text to table

1. Table

2. Convert Text to Table

3. Separate Text At (Tabs)

Navigating inside a table

1. Click on desired cell

2. Tab or right arrow – moves you from cell to cell

3. Up arrow, Down arrow – moves between rows

4. Shift + Tab or left arrow key moves you to previous cell

Formatting inside a cell

1. Text automatically wraps inside a cell

2. New line within a cell – enter key

3. Tab text within a cell – Ctrl + Tab key

Inserting rows in middle of table

1. a) To insert one row - Position Cursor in row, above which you want the new row placed

2. Table

3. Insert Rows

Inserting a new row at end of table

1. Position cursor in last cell of last row

2. Press tab key

Inserting Columns in middle of table

1. a) To insert one column - Position Cursor in column, to the left of which you want the new column placed

2. Table

3. Insert Columns

To Delete Rows or Columns

1. Select rows or columns you wish to delete

2. Table

3. Delete Rows(Columns)

To widen columns

1. Position cursor on border to the right of the column you wish to change. Cursor should look like a double headed arrow.

2. Drag to desired width

Automatically Format a Table

1. Position cursor in any cell of table

2. Table

3. Table AutoFormat

4. Formats – Select one of your choosing

5. OK

Custom Formatting Tables

1. Select the cells you wish to format

2. Format

3. Borders and Shading

4. To place or remove borders from around a cell or group of cells click on the borders tab. Select the desired line type and the position of the line.

5. To add color or shading to a cell or group of cells click on the shading tab and select desired shade.

6. OK
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