


¢ Components of a Table

® Creating Table with Commands
® Creating Table from Excel Spreadsheet

® Creating Table from Templates with Quick

tables

® Erasing Borders

® Typing Data into Cells

¢ Setting Text Alignment in Cells
® Adjusting Table Size

® Moving the Table

¢ Adding cells, rows, and columns
¢ Deleting cells, rows, and columns
® Merging cells

® Splitting cells

¢ Setting Fill Color

¢ Setting Borders

® Using Pre-made Styles

® Converting Table into Text

® Converting Text into Table
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Components of a Table
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Table... Command
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Command (2)
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Creating Table with Draw Table
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Creatlng Table with Draw Table (2)
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table size
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54



- Spreadsheet

Click Insert tab

Click Table buttona

Move cursor to

where you want to

build the table

Click Excel Spreadsheet

-
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Si ngb\u‘ick Tables
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rasing Borders

Double click at move point (top-left corner) of the table

i\

Table Tools tab will appear
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- Typing Data into CeIIs
e Click at the cell you

want, and type

e If you want to fill the next cell,

click at that cell.
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e

eyggard Shortcuts

Tab
Shift+Tab
Alt+tHome

Alt+End
Alt+Page up

Alt+Page down

t

|

Go to the next cell
Go to the previous cell
Go to the first cell in the row
Go to the last cell in the row
Go to the top cell in the column
Go to the top button in the column

Go up one cell
Go down one cell
Go left one cell

Go right one cell
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Set Text Alignment in Cells
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Alignment
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- Text Alignment Buttons

Text aligned to top-left corner
Text aligned to center of the top side
Text aligned to top-right corner

I L L L

Text aligned to center of left side

Text aligned to center of the cell
Text aligned to center of right side
Text aligned to bottom-left corner

Text aligned to center of bottom side

TR AT

Text aligned to bottom-right corner
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Changing Text DlrectIOn
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- Changing Table Size
* Click and hold at the bottom-right corner of

the table, the mouse will change to where

you can the size (width and height) df the
tabl
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P

" Changing Row Height

® Click and hold at the border of the row. The mouse
will change to < . Drag to change row height.
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Changing Column Width

® Click and hold at the border of the column. The
mouse will change to *I* . Drag to change column

width.
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Columns Evenly
e Select the table.
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distribute the rows

evenly.

Click this button to
distribute the columns

evenly.
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Moving the Table

a Click at the moving point at top-left corner
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Mouse will have

this icon. 4%9

Drag the mouse
to move the table.

F 11
Use the mouse to move table to a new location |
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Inserting Cells, Rows, and Columns
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Paste Columns

Paste as Mested Table
Insert

Delete Cells...

Split Cells...

EBorders and Shading...

Text Direction...
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Insert Columns to the Left
Insert Columns to the Right
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Insert Rows Below

Insert Cells...
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Click cells/rows/columns
where you want to

insert.

Right-click and select insert

commands you want.
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Inserting Cells

¢ If you choose Insert Cells..., Dialog box will appear.

Insert cell to the left. [ nsert Cells e “1
(Moving current cell

to the right) s—= Shift el right Insert cell to the top.
@ &hift cells down! . (Moving current cell
(") Insert entire row downward)

(") Insert entire column

| ok || cancal |
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Deleting Cells, Rows, and Columns

Select cells you

want to delete

Right-click and select
Delete Cells...
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Documentl - Microsoft Word
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Deleting Cells, Rows, and Columns (2)

Select how you

Delete Cells want to delete
_________________________________ cells

Move cells from the right

") Shift cells up
() Delete entire row
(") Delete entire column

Move cells from below .

| ook Ean::el|

% = @ Click OK
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itting Cells

e Select cells you want to split

Docurmnentl - Microsoft Word

Tabl.. | 2]

[ View Gridlines

Click Layout tab
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Home Insert Fences Mailings
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|ﬁ Split Celly :
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Click Split Cells button
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Splitting Cells (2)

)

Merge cells before split

Splhit Cells
Number of columns: |5 = 9 Specify number of columns.
Mumber of rows: = :

i 1e—= e Specify number of rows

i

QK

1 | Cancsl @ Click OK
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Selected cells will be

divided as specified
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Using Shading

e Select cells you want to color.

9 Click Design tab.

@. H q 'F:I -

Documentl - Microsoft Word

N =S

&
Home Insert

Table Jtyle Options
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Adjusting Borders

Highlight the area
you want to adjust

borders

Right-click and select
Border and Shading...

P

@ HE-8 - Documentl - Microsoft Word TableT...
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Adjusting Borders (2)

Borders and Shading

2

Borders | Page Border | Shading |

Select border style e

Select border color a

Setting: Style: Preview
" | - Click on diagram below or use
TERe E buttons to apply borders
=7 S [ [ — S S
a |l T
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Color:
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Width:
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Table
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Go to Design tab.
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Sorting Data in the Table
0 Select the Table
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Click Layout tab
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Sorting Data in the TaNBIeM(Z)

@Select data type. —
Sort

Select first column to be @

used in sorting
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Click OK @
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In-table Calculation

_e Click Layout tab
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In-table Calculation (2)

| Formula &u1

Formula:
Type in Formula (SUM, a @-SUM(ABOVE)
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Click OKG — Cance
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Converting Table to Text
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Converting Table to \'I:e;tw(Z)
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Click Insert tab

Converting Text to Table

g Highlight Text to Convert
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Convert Text to Table

Table size
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Mumber of columns:

Mumber of rows:
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(@ Fixed column width: | Auto EI
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Text is now converted into a
table.
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