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Tables

Table is an arrangement of data made up of horizontal
rows and vertical columns.

Cells are the rectangles that are formed when rows and
columns intersect.

Tables are ideal for organizing information.
Word provides several options for creating tables.



Insert a Table by Dragging

- Tables can be inserted using the Insert tab on the Tables

group.

- Use your cursor to drag
Over the rows and columns
To create a table.

- Using this method you can
Create a table with up to

8 rows and 10 columns
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Use the Insert Table Dialog Box

- On the Insert tab, in the Tables group, click the Table
button to open the Insert Table menu.

- Insert Table Dialog box lets you create large tables by
specifying up to 63 columns and thousands of rows.
Insert Table ? u

Table size
Number of columns: 9 =
Number of rows: 3 s

AUtoFit behavior

(®) Fixed column width: | Auto

)

() AutoFit to contents

) AutcFit to window

[ | Remember dimensions for new tables

DK Cancel
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Draw a Table

- Word provides the option to draw complex tables
using the Draw Table command which lets you draw a
table as you would with a pencil and paper.

« The Draw Table command transforms the mouse into a
pencil tool.
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Insert a Quick Table

- Quick tables are built-in preformatted tables like
calendars.

- Insert tab, in the Tables group, click the Table button
to open the Insert Table menu. ... .

- On the menu, just below R EEE-
the rows and columns, i
select Quick Tables from
the menu. A gallery of
built-in Quick Tables
appears, as shown at
right.
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Insert Data in a Table

- To add text to a table, your insertion point must be
placed in the table where the data will be added.

- To move to the next cell in a table, use the Tab key
- To move to a previous cell press Shift + Tab.

- you can also use your mouse to point and click in the
cell to enter text.

- Text will automatically wrap around inside of a cell.
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Contextual Tab

After inserting a table, Word displays a contextual tab
above the Ribbon.
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Apply a Style to a Table

- With Table Styles it is easy to quickly change a table’s
formatting.

- You can apply styles to tables in much the same way as
you apply styles to text.

- You can preview the style before applying it and
change the style as many times as needed.

- You can modify an existing table or create a new table
style and add it to the gallery.
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To apply a specific
Style just hover the
Cursor over the
Style. Live preview
Allows you to see
How the table will
Look.

ply a Style to a Table
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Table Style Optlons - On or Off

- Table Styles Options allow you to change the
appearance of the preformatted styles you apply to
your tables.

- Make sure the insertion point is in the table. If you
click outside the table, the Design and Layout tabs
(contextual tabs) will not be available.

- Style changes are located on the Design tab, in the
Table Style Options group
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| Table Style Options
-

Header Row Formats the top row of the table to provide a descriptive
name

Total Row Formats the last row which usually has column totals

Banded Row Formats even rows differently than odd rows to improve
readability

First Column Formats the first column of the table which usually has the
row headings

Last Columns Formats the last column of the table which often contains
row totals

Banded Columns Formats even columns differently than odd columns to

improve readability
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Moditfy the Table Styl

- In the Tables Styles group, click the More [=
- Click Modify Table Styles

Modify Style

Properties

Name: Grid Table 3 - Accent 3
The Properties group Style type: Table

Style based on: fi Table Normal

Formatting
apply formatting to: Whole table

Font attributes =3 calitri (Body) vifn V][ 1 u Atomatic |V

=

vV npt— |V Automatic viH> No Color vl EH

€S

button.

<|

v | =— Determine where to apply
formatting by selecting
one of the options

Jan Feb Mar m\
East 7 7 5 19

West 6 a 7 17 "~ Border
South 8 7 9 24 *
Total 21 18 21 60 N

Line spacing: single, Space
After: O pt, Box: (Single solid ine, Accent 3, 0.5 pt Line width), Priority: 49
Based on: Table Normal

Select how Table Style
should be apphed (®) Only in this document (") New documents based on this template

Farmat ~ OK

Format button contains =
additional options

\ Preview area

Cancel
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