Creating a Table in Word

1.  If you would like to insert a table in a word document, go to the main menu bar, select “Table,” scroll down and click on “Insert,” and then scroll over and click on “Table.”


[image: image1.png]] =5 x|

Fle Edt Vew Iwert Format Tooks | Table | window el - x
DEedan SRy @ {J Draw Table B3 T 00w -3
Finl showng Markup = Show~ | &7 #7 Uy | Insert |3 Teble.
Nomel % Times NewRaman %12 | | Dokt > l-.
Select »
A g i fi i 2 ' 7
- #3 Table AutoFormat.
AutoFit » =
Conert »
N 2} sort
Formul.
N [ show gridlines
o
EEE |
Draw~ [y | Autoshapes~ \ % [0 O & 4l =@,
Page 1 Sect Y At 1 Colt Engish (U5

#start| | —aBCwW | #Lesson 4 ...| E)Documen. . [[@]Docume... |« 4% 3 VB 7:41PM





2.  On the table screen you can type in the text box how many “Columns” and “Rows” you would like to the table to have.  Or, use the arrows to scroll to the number you want.
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3.  Click “OK”

4.  The table will appear in your document,  and you can type in the different sections in your table.


	Hello
	How
	Are 
	You 
	Doing

	BCW
	Students
	
	
	

	
	
	
	
	

	
	
	
	
	


5.  To navigate:

You can either use the “Tab” key or use your mouse.

6.  To customize your table, after choosing the number of columns and rows you would like, click on ‘AutoFormat.’  Or, go the menu bar, click on table, and scroll down and click on ‘Table AutoFormat.’
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7.  Click on the title of the table formatting you would like.  When you click on the title, it will give you a preview of what the table will look like.  Use the arrows to scroll through all of the tables.  
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8.  Put a checkmark in the boxes you would like the new formatting applied to…the heading rows, the first column, the last row, or the last column.

9.  Click OK.

10.  To split the cells in a table, right click in the cell of the table you would like to split, and then scroll down to split cells.  Choose the number of columns and rows you would like to put in the cell.

11.  Click OK
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12.  To delete a cell, right click in the cell you want to delete and scroll down to ‘delete cells.’  Choose what you want to do with the table, and click OK.
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13.  To add a cell, click where you would like to add a cell, and click table on the menu bar, scroll down and click on ‘insert,’ and scroll over and down and click on ‘cells.’
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14.  Then, click on what you want to do with the remaining cells.  

15.  Click OK

