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Tables

A table is information arranged in horizontal rows and vertical columns. You can use a table to organise
text or numerical data. You can format text in various ways in different parts of a table.

When you first insert a table into a document, it appears as a simple grid, with black gridlines defining
the rows and columns. The area where a row and column meet is called a cell.

Inserting a Table
Insert << Table

In the drop down menu, position the
mouse pointer in the upper-left cell of the
grid, then drag the pointer down and
across the grid until you have highlighted
the amount you require. For this exercise
we will create two columns and five rows —
the outline of a cell turns orange when you
highlight it.

NB: You are able to add or delete rows and
columns at a later stage if needed.
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When you have the table size correct - 2 x 5, an empty table, two columns by five rows, appears, with
the insertion point in the upper-left cell.
Example

When you are working in the table or the table is selected two new tabs appear on the ribbon, Design

and Layout.
H -0 = Document! - Word

File Home  Inset  Design  Llayout  References  Mailings  Review  View  Developer

| Header Row /| First Calumn

Total Row Last Column
| Banded Rows Banded Columns

Table Style Options Table Styles Borders

Entering Data in a Table

You can enter data in a table by moving the insertion point to a cell and typing. If the data takes up more
than one line in the cell the text will automatically wrap to the next line. This increases the height of that
cell and all the other cells in that row. To move to the next insertion point, you can press the Tab key on
the keyboard or simply click on the desired cell.

Example
ltem Materials Cost
Weather Stripping $350
High Efficiency water heaters $8,500
High efficiency furnaces $10,000
Insulation $700

This is what selected text looks like, to select the whole table use the Table move handle in the top left
hand corner.

[=]

Item Materials Cost
Weather Stripping 5350

High Efficiency water heaters 58,500

High efficiency furnaces 510,000
Insulation 5700
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Selecting Row or Columns

Move the mouse pointer to the left of the table next to the row or column. The pointer changes to a
right-facing arrow for a row, or a downward facing arrow for a column. Click the left mouse button. The
entire row or column is selected.

Example: entire header row selected.

+
Item Materials Cost
Weather Stripping $350
High Efficiency water heaters 58,500
High efficiency furnaces 510,000
Insulation 5700
Formatting Text
To format the text you can switch to the;
Home tab
H - = Document] - Word
File EENY Inset  Design  layout  References  Mailings i i Developer  EndMoteX7  ACROBAT @ Tell me what you want to do...
“D Calibri 2 c|A A Aa- R i=-i=-5E- (&322 T | aaBbceD| AaBbCcD AaBbC( AaBbccl AAB  aasbe
Pavste S FormatPaintey | B I U e, X A-F- A ==== |=- D - |TGuidesB..| TNoSpac.. Headingl Heading2  Title Subtit
Clipboard I Font I Paragraph I
. e S S R N S R S ST S S S SN TR AT

Use the Mini toolbar

Calibri 12 - A A Aa- B =iz eE3E 29
B I U-aex, ¥ QA--A-=E=== 1=- DH-is
Font T Paragraph T

Sorting Information

The term sort refers to the process of rearranging information in alphabetical, numerical or
chronological order.

Select the whole table

+
Item Materials Cost
Weather Stripping S350
High Efficiency water heaters 58,500
High efficiency furnaces 510,000
Insulation 5700
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Layout << Sort

H -2 = Document! - Word Table Tools
File Home  Insert  Design  layout  References  Mailings  Review  View  Developer  EndNoteX7 ~ ACROBAT  Design Q Tell me what you want to do...
1 P EH | | o FIEE A= A v
[\_) E = = i € > % % ] £ Height 0.57cm | B Distribute Rows Si=E = E Zl E‘@ == fx
Select View Propeties Draw Fraser Delete Insert Insert Insert Insert Merge Split Spit  Autofit =iy, 2] pistibute Comns | 5 5 3 Tet  Cell Sort | Repeat  Convert Formula
-~ Gridlines Table ~  MAbove Below Left Right Celis Cells Table . Direction Margins Header Rows  to Text

Table Draw Rows & Columns ) Merge Cell Size ) Alignment Data

By default the table will be sorted by Item, the type will be Text, and it will be in Ascending order.

Sort ? x
Sort by
Usingz | Paapraphs > () Descending
Then by
v| Type: | Text v | @ Ascending
Using: |Paragraphs ~ O Descending
Then by
Type: Text Ascending
= Descending
by list has
(® Header row () Mo header row
Options... Cancel
Example: Unsorted Data
Item Materials Cost
Weather Stripping $350
High Efficiency water heaters $8,500
High efficiency furnaces 510,000
Insulation 5700
Example: Sorted Data on ITEM content << Ascending
Item Materials Cost
High efficiency furnaces 510,000
High Efficiency water heaters 58,500
Insulation 5700
Weather Stripping $350

Example: Sorted Data on MATERIAL COST content << Descending

Item Materials Cost
High efficiency furnaces 510,000

High Efficiency water heaters 58,500
Insulation 5700
Weather Stripping $350
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Inserting Rows and Columns
You will often need to modify a table by adding or deleting rows and columns.
Click a cell next to where you want the row or column to go e.g. Item

Item Materials Cost
Weather Stripping $350

High Efficiency water heaters 58,500

High efficiency furnaces $10,000
Insulation 5700

Go to the Table Layout tab << Rows and Columns Tab
Click either the Insert Above, Insert Below, Insert Left, Insert Right, depending on which one you want
todo

H ©-0 = Document] - Word Table Tools
File Home Insert Design Layout References Mailings Review View Develaper EndMate X7 ACROBAT Design
i 3 3 o -
h) E 7 >_< v * =3 E % ED Height: 0.57 cm EE Distribute Rows g Z
Select ‘u‘lew Properties  Draw Eraser = Delete | Insert Insert Insert In.sert l'._Ierge Split  Split  AutoFit E‘Mdth: 79 cm * EEI' FEsrilie Sl s ==
+~  Gridlines Table - Above Below Left Right Cells  Cells Table -

Table Draw Rows & Columns r Merge Cell Size ]

You can also add a row or column by clicking in a cell and then right clicking to bring up the side menu.

-D- ’__|).<'

N Insert Delete

Calibri +|12 « A A%
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Item Materials Cost
High ef $10,000
High Ef 58,500
Insulati ‘-D Paste Options: $700
Weathe T] 5350

Q Smart Lockup
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E';g Translate

I Insert 3 I
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Table Properties...

8 al
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T,,j MNew Comment

Click on Insert and then choose what you want to insert

Insert Fl €8] Insert Columns to the Left
Delete Cells... E3 Insert Columns to the Right
B split Cells... F4  Insert Rows Above
Border Styles r m Insert Rows Below
“ﬂ Text Direction... EI' Insert Cells...
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Example

Clicking Insert Right would add a column to the right of the one you clicked in.
ltem Materials Cost
High efficiency furnaces 510,000
High Efficiency water heaters 58,500
Insulation 5700
Weather Stripping $350

Deleting Rows and Columns

Before you delete a row or column, you need to work out whether you want to delete the contents, or
the structure of the row or column. You can delete the contents of the row or column selecting the row
and pressing the Delete key.

Select the row or column you are going to delete.

+
Item Materials Cost
High efficiency furnaces 510,000
High Efficiency water heaters 58,500
Insulation 5700
Weather Stripping 5350

Table Layout << Delete << Choose what you want to delete

H ©-¢& = Document1 - Word Table Tools

File Home Insert Design Layout References Mailings Review View Developer EndMote X7 ACROBAT Design

1 + i A -
h E '/ x v - = % % EE=E| El] Height: 057 cm | EE Distribute Rows =
) N =
Select  View Properties Draw Eraser | Delete | Insert Insert Insert Insert = Merge Split  Split  AutoFit E‘Mdth: 485cm  =| B Distribute Columns
*  Gridlines Table w2 Aboye Below  left  Right Cells  Cells Table © - =
Table Draw E}c Delete Cells... ] Merge Cell Size ]

L L){JDE|EtE£C|umnE -|-2-|-1-|§-|-1-|-2-|-3-|-4-|-5§§-E~-|-?-|-E-|-S-|-&|-11-
2 Delete Rows
3 [_'x Delete Table
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You can also delete a row or column by clicking in a cell of what you want to delete, and then right
clicking to bring up the side menu.

Calibi  ~|12 - & A== B

B T gaj‘/-Av&v i+ o Insert Delete

Item [ Matarials Cost

High efficiency furnaces
High Efficiency water heaters

Insulation iy Paste Options:
Weather Stripping “D

ﬁ) Smart Lookup
Synonyms 3

Ba,—,‘ Translate

Insert »
B split Cells...
Border Styles 3

“ﬁ Text Direction...
LT‘j Table Properties...
‘% Hyperlink...

f.',j Mew Comment

Click Delete Cells, and this box will appear. Choose from the list what you want to delete.

Delete Cells ? X

() shift cells |eft

() Shift cells up

l:::l Delete entire row
(@):Delete entire column;

Formatting your Table with Styles:
Click in the table you want to format.

Item Materials Cost
Weather Stripping $350

High Efficiency water heaters 58,500

High efficiency furnaces $10,000
Insulation 5700

Click Table Tools << Design

HS ¢ -

File

Document1 - Word

Home  Inset  Design  Llayout  References  Mailings  Review  View

/] Header Row [+ First Calumn SoEE ==== c:i:zz = & — . 4
Total Row lastColumn | [Z==== =Z=2==2F Z==== ZfF-z- z-== g o pt n BE 4

. Borders Border

/| Banded Rows || Banded Columns Styles - LZ pen Color - > Painter

Table Style Options Table Styles Borders
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In the Table Styles Group, select the downward facing arrow highlighted below to display the Table
Styles gallery. In the gallery click on the style you want to use for your table.

Table Styles

Position your mouse over a style to see a live preview of the style in your document. Click on the one
you want to choose to select it.

Layout References Mailings Review View Developer EndMote X7 ACROBAT Layout Q@ Tell me what you want to do...

Plain Tables

ﬁ ﬁ ﬁ ===== |E==== ===== [===== E E

Item Materials Cost

High efficiency furnaces 510,000
High Efficiency water heaters $8,500
Insulation 5700
Weather Stripping 5350

You can also use the Table Style Options and Borders sections to further customise the design of your

table
| Header Row |+ First Column _— - J
»:
Total Row Last Column Va2 pt - ==
Border "—; Borders Border
+| Banded Rows Banded Columns Styles » E Pen Color - S Painter
Table Style Options EBorders ]
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