
TABLES

Creating a table
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Use tables to organize information and create interesting page layouts with side-by-side columns of text and graphics. In a table, as on a spreadsheet, you work with rows and columns of cells. You can create a new blank table and then fill in the empty cells, or you can convert existing paragraphs of text to a table. You can also choose from a selection of predefined tables by using the Table Wizard, or you can create a table from an existing data source, such as a database or spreadsheet.

Create a blank table

1. Click where you want to create a table.

2. Pull down the Table menu and choose Insert, choose Table

3. Type the number of rows and columns you want.

4. Click on OK

Typing and Cursor Movement in a Table

	Press
	To

	TAB (If the insertion point is in the last cell of a table, pressing TAB adds a new row.)
	Move to the next cell

	SHIFT+TAB
	Move to the preceding cell

	UP ARROW or DOWN ARROW
	Move to the preceding or next row

	ENTER
	Start a new paragraph

	TAB at the end of the last row
	Add a new row at the bottom of the table

	ENTER at the beginning of the first cell
	Add text before a table at the beginning of a document


Size Columns and Rows

Column:
To size a column, point to the right border of the column, when the mouse changes to a double-black arrow, click and drag.

Row:
To size a row, point to the bottom border of the row, when the mouse changes to a double-black arrow, click and drag.

Resize a table
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Rest the pointer on the table until the table resize handle appears on the lower- right corner of the table.
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Rest the pointer on the table resize handle until a double-headed arrow appears.

3. Drag the table boundary until the table is the size you want. 
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Note:   If you are working on a Web page or in Web layout view, you can set the table to automatically resize to fit in a window when you change the window size. Click in the table. On the Table menu, point to AutoFit, and then click AutoFit to Window.

Edit borders and Add shading to a table

You can add borders and shading to a table manually, or you can use the Table AutoFormat command to format a table automatically. 

Manually add borders and shading to a table

1. Select the whole table by clicking on the four-headed arrow at the top left corner of the table. (To add borders and shading to specific cells, select only those cells, including the end of cell mark.)

2. On the Format menu, click Borders And Shading.

3. Select the options you want.

Insert and Delete Rows

To insert rows:

1. Pull down the Table menu, choose Insert, choose Rows Above or Rows Below.  

2. The new row will be inserted above or below the insertion point.

To delete rows:

1.  Select the row or rows to be deleted

2.  Pull down the Table menu, choose Delete, choose Rows

Insert and Delete Columns

To insert columns:

1. Pull down the Table menu and choose Insert

2. Choose either Column to the Left or Column to the Right

To delete columns:

1. Place cursor in column (or select multiple columns), pull down Table menu

2. Choose Delete and then Columns

Merge cells in the same row into one cell in a table

You can combine two or more cells in the same row or column into a single cell. For example, you can merge several cells to create a table heading that spans several columns. 

1. Select the cells you want to merge.

2. On the Table menu, click Merge Cells.

Split a cell into multiple cells in a table

1. Select the cells you want to split.

2. On the Table menu, click Split Cells.

3. Type the number of columns or rows you want to split each cell into.

A cell is split according to the number of paragraph marks it contains. If you split a cell that contains only one paragraph mark, text remains in the new cell on the left and the cells inserted to the right are empty. If there is more than one paragraph mark in the cell, the paragraphs are divided evenly among the cells.

Split a table or insert text before a table

1. To split a table into two parts, click the row that you want to be the first row of the new table. To insert text before a table, click in the first row of the table.

2. On the Table menu, click Split Table.

Combining two tables

Delete the blank rows between the tables.


Sum a row or column of numbers

1. Click the cell in which you want the sum to appear.

2. On the Table menu, click Formula.

3. If the cell you selected is at the bottom of a column of numbers, Word proposes the formula =SUM(ABOVE). Click OK if this is correct.  If the cell you selected is at the right end of a row of numbers, Word proposes the formula =SUM(LEFT). Click OK if this is correct.

Notes

· If you see codes between braces - for example, {=SUM(LEFT)} - instead of the actual sum, Word is displaying field codes. To hide field codes click Options on the Tools menu, click the View tab, and then clear the Field Codes check box.

· If your column or row contains blank cells, Word will not sum the entire column or row. To sum the entire row or column, type zeros in the blank cells.

Header Row

If you are creating a long table that will break across pages, set the first row as the Header Row, so it will automatically display at the top of each page.

1. Select the row.

2. Pull down the Table menu

3. Choose Header Row

Sorting in a table

1.  Pull down the Table menu 

2.  Choose Sort

3.  Choose which column to sort by

4.  Choose Ascending or Descending

5.  If you have items in the 1st column that are the same, you can then choose to sort by another column.

6.  Click on OK

Prevent Row Breaking Across Pages

1. With cursor in the table, pull down the Table menu and choose Table Properties

2. Click on the Row tab

3. Turn off the Allow rows to break across pages option

4. Click on OK.

Tabs 

Set tabs in tables as you would normally.  To move the cursor to a tab stop in a table, you must press Ctrl-Tab, since the tab key alone would move to the next cell.

Table exercises

Exercise 1

Create a new file.  Create the following table and follow the steps to format it: 

	Name
	Phone Number

	Jane Smith
	555-1000

	Jack Hanson
	555-2000

	Henry Happy
	555-3000

	Sue Sad
	555-4000


1. Using the alignment buttons on the toolbar, set the justification for the second column to center justified.

2. Widen the columns to display all of the information.

3. Place a double-line border around the first row.

4. Add a blank line before the table by placing the cursor in front of "Name" and hit the Enter key twice on your keyboard.  Type the title "Phone List". 

5. Save the file to C:\My Documents and name it PHONE.

Exercise 2

Using the PHONE table above perform the following steps:

1. Insert a new column before Phone Number.

2. In the new column, type the column heading Amount Due.  Type in the figures below, making sure that the amount due column is aligned to the right and that the column is wide enough to hold a total.

3. Add a Total line (Hint:  place cursor in last cell and press Tab).  

4. Use the SUM formula to add the column of numbers.

5. Add shading to just the last row.

	Name
	Amount Due
	Phone Number



	Jane Smith
	600
	555-1000

	Jack Hanson
	1000
	555-2000

	Henry Happy
	300
	555-3000

	Sue Sad
	200
	555-4000

	Total
	2100
	


Exercise 3

1. Sort the Phone List table in ascending order according to name.  

2. Sort the Phone List table in ascending order according to amount due.

 COLUMNS


How Columns Work

Word allows you to create between 1 and 45 columns.  Word also allows you to insert section breaks to make it easier to insert either a picture or headline that is the width of the page.

You can apply formatting to text in columns just as you would to any other Word text.  Word also allows you to make columns different widths, so that you could have one wide column and another more narrow.


Note:  Keep in mind that you can create columns a) BEFORE entering the text they will contain, as well as b) apply them AFTER YOU have entered a block of text.  

Create Columns

1. Pull down the Format menu

2. Choose Columns

3. Choose the number of columns desired

4. If you want the columns to start from this point forward, in the Apply To: box, choose This point forward.  If you don’t, the entire document will be formatted in columns.

Adding Lines Between Columns

Use the Columns dialog box if you wold like to place a line between your columns.  There is only one line style.

1. Pull down the Format menu

2. choose Columns.

3. turn on Line Between

To Remove Columns

1. Select all of the text that is in columns.

2. Use the Columns tool button to select one column.

Insert a Column Break

1. Place the cursor where you want the new column

2. Press Ctrl-Shift-Enter

Creating Even Columns

1. Place cursor at end of last column

2. Pull down the Insert menu and choose Break

3. Click on Continuous and click on OK

COLUMN EXERCISE

1. Create a new document.  

2. Type the following text:  Spring
3. Center what you just typed and press Enter

4. Change the alignment back to left

5. Format for two columns and set them to start from this point forward

6. Type the following text:

With Spring just around the corner (it is, isn't?), we all need a new and fresh look and outlook.  The Gift Shop is the place to go.  We have new light and bright jewelry coming and everyone's favorite… watches!  Your home would look great with the light and airy furniture pieces you'll find as well as new candle styles for you candle lovers.  Profits from the Gift Shop are used for scholarships for students in healthcare fields, as well as the Auxiliary pledge of $150,000 for new neonatal equipment.

1. Insert a Continuous Section Break at the end of the text to create even columns.

2. Format the document back to one column from this point forward.

3. Save your document as C:\My Documents\giftnewsletter.doc
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Updating the SUM in a Table


If you change the numbers involved in a SUM statement in a Word table, the total is NOT automatically updated.  To update the total, click on it and press the F9 function key.
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