Table Exercises

by James Jones



Tables
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of using a table in Microsoft Word.

A Some of the subjects that will be covered are:
I Insert and delete rows, columns, and tables
I Change the look of the table.
I Adjust the width of the columns
i Align the table to the left, center, or right
I and more



Tables

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

A Lets insert a new table into a new document.
A Click on the Insert tab.
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Tables

A Click the Table button.
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Table Menu

A Clicking the Table button will open a menu to
select the number of columns and rows.
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4 Columns 5 Rows
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A Click on the small square that will create such
a table.
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Table Preview
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the table will look like before you click the
square.

A Once you click the square, you now have a
table.



Table Tools Design & Layout

A When you create a table, you have new tabs at the top
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to make changes to your table.

A The Design tab is used to change the appearance of tt
table.

A The 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.

A If 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.
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Type Something In

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

A Lets type something into the table.

A2 SQff LINBUSYR 6SQNB (
displays the grades of a list of students.

A Type in the data you see on the next slide.

A Note: you can press tab to move to the next
cell to the right in the table.
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Cursor Movement

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

A You can also use the arrow keys on your
keyboard.



Table Styles

A You can change the look or style of the table.

A If 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.
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Table Styles

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

A Clicking the up and down arrows on the right
side of the table styles will scroll through more
styles.
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A Click the down arrow five times.

A Select the style all the way on the left. Look a
the next slide. Your table should look like this.
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Table Style Options

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

A For example, if you click on the Header Row
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changes.

A Go ahead and click on each check to explore anc
see what they do.

A Then click on each one of them again to put the
table back the way it was.
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Insert Row
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A Click on the Layout tab under Table Tools.

A Click once in the cell with the name Joe.
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new row appear above.

A Remove the row by pressing the Undo button.

A Now we want to insert a row below Joe.

A Click on the Insert Below button. 2 dzQf f &S S
appear below.

A Remove the row by pressing the Undo button.



Undo button
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Insert Column
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A Click once in the cell with the word Fall.
Al SGQa ale ¢S 46FyuSR 02 A
Fall. To do that, click once on the Insert Left button.
., 2dz2Qtt aSS || ySg 02t dzyy |
A Remove the column by pressing the Undo button.
A Now we want to insert a column to the right of Fall.

A Click on the Insert Right button. 2 dzQf f &S S
column appear to the right.

A Remove the column by pressing the Undo button.
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