Word 101: Tables

Overview

If you are working in an office environment, you may be asked to create documents to organize and
present information. One of the best ways to do thisisto use atable. A table is made up of rows and
columns of cellsthat you can fill with text and graphics. Microsoft Word makes it very easy for you to
create and work with tables, so you should try to become familiar with thisimportant feature.

Creating tables

There are two main ways of creating tables in Word — you can use the Insert Table command, or you can
use the Draw Table command. We will look at both methods below.

Using the Insert Table command:
Click onthe*Table” menu at the top of the screen, select “Insert” and then select “Table.”
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Thiswill bring up the Insert Table window, asking you to select the number of columns and rows you
want your table to have. In this case, we will select 3 columns and 5 rows.



Once you select the number of columns and rows and click “OK” you will see atable appear in your
document, like this:

If you like, you can use the “table resize handle’ at the lower right corner to make the table (and the cells
within it) bigger, like this:

O



Using the Draw Table Command:
Y ou can aso use the Draw Table command to create more complex tables, or to create “ nested” tables

inside other tables, like we will do in this example. First, click on the “Table” menu and select “ Draw

Table’ likethis:

Thiswill bring up the “ Tables and Borders’ tool window. Select the “pencil” tool, and then use it to draw
lines wherever you want to break up cellsinto smaller divisions, like this:
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Adding Rows and Columns:

Once you have created atable, you can easily add new columns or rows as needed. To add a new row,

just select (highlight) arow in your table, click on the “Table’” menu, select “Insert” and then select either
“Row Above” or “Row Below” like this:
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If you want to add a column to your table, the steps are basically the same. Just select (highlight) a

column in your table, click on the “Table” menu, select “Insert” and then select either “ Column to the
Right” or “Column to the Left” like this:
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Changing The Position Of Text In A Table

Changing the orientation of text: By default, Microsoft Word aligns text horizontally in table cells. If
you want, you can change the text orientation so that the text is displayed vertically. To do this, select the
cell(s) with the text you want to change, and then click on the “Format” menu and select “ Text Direction”

like this:

Thiswill bring up the Text Direction window, which alows you to select the orientation of the text, as
seen below.



Changing the alignment of text in a table cell: By default, Word aligns text in atable to the upper left
of acell. If you want, you can change the alignment of text in a cell. Both the vertical alignment (top,
center, or bottom) and the horizontal alignment (left, center, or right) can be changed.

To do this, first select the text in the cell(s) you want to reformat. Right-click on the selected text and
select “ Cell Alignment.” Thiswill bring up awindow with 9 different formatting options, as pictured
below. Select the alignment you want and the text will move automatically.



Formatting Tables
Y ou can enhance the appearance and usability of your table by changing the borders or adding shading,
color, or patternsto cells. To do any of these, click on the cell, row, or column you want to format, then

click on the “Format” menu, and select “Borders and Shading” like this:

Thiswill bring up the “Borders and Shading” window, pictured below, which alows you to format the
borders of your table and add colors or shading to individual cells, rows, columns, or the entire table.

Now that you know the basics of working with tables, you should take some time to experiment and learn
how to use this feature to make effective, professional looking tables. Thisisavery important skill that

you will need to use in almost any office setting.



