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Tables

ÅLƴ ǘƘƛǎ ƭŜǎǎƻƴΣ ǿŜΩƭƭ Ǝƻ ƻǾŜǊ ǎƻƳŜ ƻŦ ǘƘŜ ōŀǎƛŎǎ 
of using a table in Microsoft Word.

ÅSome of the subjects that will be covered are:

ïInsert and delete rows, columns, and tables

ïChange the look of the table.

ïAdjust the width of the columns

ïAlign the table to the left, center, or right

ïand more



Tables

ÅTables in Microsoft Word are used to display 
information in rows and columns.

ÅLets insert a new table into a new document.

ÅClick on the Insert tab.





Tables

ÅClick the Table button.





Table Menu

ÅClicking the Table button will open a menu to 
select the number of columns and rows.





4 Columns 5 Rows

Å[ŜǘΩǎ ŎǊŜŀǘŜ ŀ п ŎƻƭǳƳƴ ōȅ р Ǌƻǿ ǘŀōƭŜΦ

ÅClick on the small square that will create such 
a table.





Table Preview

Å̧ ƻǳΩƭƭ ƴƻǘƛŎŜ ǘƘŀǘ ƛǘ ǎƘƻǿǎ ŀ ǇǊŜǾƛŜǿ ƻŦ ǿƘŀǘ 
the table will look like before you click the 
square.

ÅOnce you click the square, you now have a 
table.



Table Tools Design & Layout

ÅWhen you create a table, you have new tabs at the top 
ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ  ¢ƘŜȅΩǊŜ ŎŀƭƭŜŘ ¢ŀōƭŜ ¢ƻƻƭǎΦ  ¢ƘŜȅΩǊŜ ǳǎŜŘ 
to make changes to your table.
ÅThe Design tab is used to change the appearance of the 

table.
ÅThe Layout tab is used to make changes to your table.  

For example, add or delete rows and columns, merge 
cell, split cells, and so on.
ÅIf you click outside the table, the Table Tools will 

disappear.  If you click inside the table, the Table Tools 
will reappear.  Try doing that yourself, click outside the 
table and then click inside the top left cell.





Type Something In

ÅWhen you create a table, Word puts the 
cursor in the top left cell.  The table is ready 
for you to start typing.

ÅLets type something into the table.

Å²ŜΩƭƭ ǇǊŜǘŜƴŘ ǿŜΩǊŜ ŎǊŜŀǘƛƴƎ ŀ ǘŀōƭŜ ǘƘŀǘ 
displays the grades of a list of students.

ÅType in the data you see on the next slide.

ÅNote: you can press tab to move to the next 
cell to the right in the table.





Cursor Movement

ÅYou can move the cursor inside the table by 
using the mouse.  Just click inside the cell you 
want to go to.

ÅYou can also use the arrow keys on your 
keyboard.



Table Styles

ÅYou can change the look or style of the table.

ÅIf you look at the top of the screen, there is an 
area called Table Styles.  You use this to 
change the appearance of the table.





Table Styles

ÅIf you click on one of the styles, the table will 
change appearance.

ÅClicking the up and down arrows on the right 
side of the table styles will scroll through more 
styles.

Å[ŜǘΩǎ ǎŜƭŜŎǘ ŀ ǎǇŜŎƛŦƛŎ ǎǘȅƭŜΦ

ÅClick the down arrow five times.

ÅSelect the style all the way on the left.  Look at 
the next slide.  Your table should look like this.





Table Style Options

ÅTo the left of the Table Styles, there is the Table 
Style Options.  These options also change the 
appearance of the table.

ÅFor example, if you click on the Header Row 
ŎƘŜŎƪΣ ȅƻǳΩƭƭ ǎŜŜ ǘƘŜ ŦƛǊǎǘ Ǌƻǿ ƛƴ ǘƘŜ ǘŀōƭŜ 
changes.

ÅGo ahead and click on each check to explore and 
see what they do.

ÅThen click on each one of them again to put the 
table back the way it was.





Insert Row

Å[ŜǘΩǎ ǎŜŜ Ƙƻǿ ǿŜ Ŏŀƴ ƛƴǎŜǊǘ ŀ Ǌƻǿ ƛƴǘƻ ƻǳǊ ǘŀōƭŜΦ
ÅClick on the Layout tab under Table Tools.
ÅClick once in the cell with the name Joe.
Å[ŜǘΩǎ ǎŀȅ ǿŜ ǿŀƴǘŜŘ ǘƻ ƛƴǎŜǊǘ ŀ Ǌƻǿ ŀōƻǾŜ WƻŜΦ  ¢ƻ Řƻ 
ǘƘŀǘΣ ŎƭƛŎƪ ƻƴŎŜ ƻƴ ǘƘŜ LƴǎŜǊǘ !ōƻǾŜ ōǳǘǘƻƴΦ  ¸ƻǳΩƭƭ ǎŜŜ ŀ 
new row appear above.
ÅRemove the row by pressing the Undo button.
ÅNow we want to insert a row below Joe.
ÅClick on the Insert Below button.̧ ƻǳΩƭƭ ǎŜŜ ŀ ƴŜǿ Ǌƻǿ 

appear below.
ÅRemove the row by pressing the Undo button.



Undo button



Insert Column

Å[ŜǘΩǎ ǎŜŜ Ƙƻǿ ǿŜ Ŏŀƴ ƛƴǎŜǊǘ ŀ ŎƻƭǳƳƴ ƛƴǘƻ ƻǳǊ ǘŀōƭŜΦ

ÅClick once in the cell with the word Fall.

Å[ŜǘΩǎ ǎŀȅ ǿŜ ǿŀƴǘŜŘ ǘƻ ƛƴǎŜǊǘ ŀ ŎƻƭǳƳƴ ǘƻ ǘƘŜ ƭŜŦǘ ƻŦ 
Fall.  To do that, click once on the Insert Left button.  
¸ƻǳΩƭƭ ǎŜŜ ŀ ƴŜǿ ŎƻƭǳƳƴ ŀǇǇŜŀǊ ǘƻ ǘƘŜ ƭŜŦǘΦ

ÅRemove the column by pressing the Undo button.

ÅNow we want to insert a column to the right of Fall.

ÅClick on the Insert Right button.̧ ƻǳΩƭƭ ǎŜŜ ŀ ƴŜǿ 
column appear to the right.

ÅRemove the column by pressing the Undo button.




