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Module 3: Using Tables
Objectives:
At the completion of this lesson you will be able to: 
· Create Tables
· Modify Table Structures
· Enhance Tables 
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Creating Tables
In Word, you can create a table by defining its size and then entering the desired information. Tables are composed of three parts, as illustrated in Figure 3‑1: cells, columns, and rows. A cell is an individual “box” into which you type information. A column is a vertical group of cells, and a row is a horizontal group of cells. When you create a table, you define its size by telling Word how many rows and columns you want the table to contain.



[bookmark: _Ref378442798][bookmark: _Toc379049682]Figure 3‑1: The Parts of a Table

Tables are easier to edit than tabbed and indented charts because you do not have to delete or insert tabs to compensate for spacing changes when you modify text. Instead, text wraps within each cell in a table, automatically adjusting the spacing as necessary.

Creating Table Structures
You can use the Insert Table button on the Insert ribbon to insert a table structure into your document. When you click the Insert Table button, a drop-down grid, illustrated in Figure 3-2, appears. 

To create a table, drag the mouse pointer over the desired number of rows and columns. If necessary, additional rows and columns appear as you move the mouse pointer down and to the right. Alternatively, you can create a table structure by entering the desired table dimensions in the Insert Table dialog box.
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Figure 3‑2: The Insert ribbon’s Table Drop-Down Grid and Insert Table… dialog box
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To create a table structure:

1.	In the document, position the insertion point at the location where you want to create a table.
2.	From the Insert ribbon. Tables command group, drag the mouse down and to the right to select the desired number of rows and columns.
or
3.	From the Table menu, choose Insert Table...
4.	In the Insert Table dialog box, in the Number of columns and Number of rows text boxes, type the desired number of columns and rows, and then choose OK.





In the following exercise, you will create a table structure.

		1.
	Open a new blank document
	

		2.
	On the Insert ribbon, click the Table button
	The Insert Table drop-down grid appears.

		3.
	Point to the upper left corner of the table grid and drag to select three rows and two columns
	A 3 x 2 table appears on the screen, and the insertion point is positioned in the first cell.

		4.
	Save the document as Disney resorts.docx
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Typing Text into Tables
Once you create the table structure, you can type the desired information into each cell. If a cell’s text extends beyond its right border, Word automatically wraps the text to the next line of the same cell, increasing the height of all cells in the affected row if necessary. You can format text as you enter it into each cell the same way you format standard document text.

To move the insertion point from one cell to the next or from the last cell in a row to the first cell in the following row, press the TAB key. Alternatively, you can move the insertion point to any cell in the table by clicking the mouse in the desired cell.


To type text into a table:

1.	If necessary, position the mouse pointer in the first desired cell, and then click the mouse.
2.	Select any desired text formatting characteristics and type the text into the cell.
3.	Press TAB to move to the next cell.
or
3.	Position the mouse pointer in the next desired cell, and then click the mouse.
4.	Repeat steps 2 and 3 as required.
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In the following exercise, you will type text into a table.

		1.
	Make sure Disney resorts.docx is open in the current window
	

		2.
	If necessary, position the mouse pointer in the first cell of the table and then click the mouse
	The insertion point is placed in the first cell.

		3.
	Type Resort
	The text appears in the cell.

		4.
	Press TAB
	The insertion point moves to the next cell.

		5.
	Type Description 
	The text appears in the cell.

		6.
	Press TAB
	The insertion point moves to the first cell in the next row.

		7.
	On the Home Ribbon, click the Italic button, and then type Disney’s Contemporary Resort
	The text appears italicized in the cell.

		8.
	Press TAB
	The insertion point moves to the next cell, and italics is no longer activated.

		9.
	Type This resort offers a breathtaking view of the Magic Kingdom.
	The text appears in the cell, wrapping to a second line as necessary.

		10.
	Position the mouse pointer in the first cell in the third row, and then click the mouse
	The insertion point moves to the cell.

		11.
	In italicized text, type Disney’s Polynesian Resort, and then press TAB
	The insertion point moves to the last cell in the row, and italics is no longer activated.

		12.
	Type This hotel is surrounded by swaying palms and sandy beaches.
	The text appears in the cell, wrapping to a second line as necessary.

		13.
	Save the document
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Editing and Formatting Text in Cells
After you enter text into a table, you might want to edit the text. To edit text in a cell, use the mouse to place the insertion point at the desired location or to select the desired text. Then you can use Word’s standard text editing techniques to edit the text.

Depending on the type of modifying or formatting you want to perform, you might need to select an entire cell or multiple cells. Table 3‑1 describes common methods of selecting a table’s cells. Several selection methods require the use of the selection bar, which is located just inside a cell’s left border. When the mouse pointer is positioned in a cell’s selection bar, the pointer becomes a right pointing arrow.

	Selection
	Mouse Method
	Table Tools Method

	A cell
	Click the selection bar of the desired cell.
	

	A row
	Double-click the selection bar of a cell in the desired row.
Or, outside the table, click to the left of the row.
	Place the insertion point in a cell in the desired row, or select any portion of the row, and then, from the Table Tools, Layout tab, Table, choose Select Row.

	A column
	Point to the column’s top border, and when the mouse pointer becomes a down arrow, click.
	

	Multiple cells, rows, or columns

	Drag from the first cell to the last cell, the first row to the last row, or the first column to the last column.
Or, select the first cell, row, or column, and then hold the SHIFT key while you click the last.
	

	The entire table
	Drag from the first cell in the first row to the last cell in the last row.
Or, triple-click in the selection bar of a cell in the table.
	Place the insertion point in a cell in the desired row, or select any portion of the row, and then, from the Table Tools, Layout tab, Table, choose Select Column.
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You can also select parts of the table using the Select commands from the Table Tools, Layout ribbon, illustrated in Figure 3-3
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Figure 3‑3: Selection options on Table Tools, Layout ribbon




To edit text in a cell:

1.	Position the mouse pointer at the appropriate location.
2.	Click the mouse.
or
2.	Drag to select the text you want to edit.
3.	Edit the text as desired.

To select cells in a table:

1.	Position the mouse pointer at the appropriate location.
2.	As necessary, click, double-click, triple-click, or drag to select the desired cell(s).
or
1.	Place the insertion point at the appropriate location.
2.	From the Table Layout Tab, select, choose Select Row, Select Column, or Select Table.

To format text in cells:

1.	Select the desired cell(s).
2.	Apply any desired formatting.

To deselect cells in a table:

1.	Position the mouse pointer in a cell outside the selected cell(s).
or
1.	Position the mouse pointer anywhere outside the table.
2.	Click the mouse.





In the following exercise, you will edit and format text in cells.

		1.
	Make sure Disney resorts.docx is open in the current window
	

		2.
	In the first cell of the table, position the mouse pointer to the immediate right of the word Resort
	

		3.
	Click the mouse
	The insertion point moves to the right of the word Resort.

		4.
	Press SPACEBAR and type NAME
	RESORT NAME appears in the cell.

		5.
	Triple-click in the cell
	The entire cell is selected.

		6.
	On the Home Ribbon, click the Bold button
	The text in the cell is bolded.

		7.
	On the Home Ribbon, click the Italic button
	The text in the cell is italicized.

		8.
	In the second cell in the first row, position the mouse pointer between the left border and the beginning of the text
	The pointer becomes a right pointing arrow in the cell’s selection bar.

		9.
	Click the mouse button
	The entire cell is selected.

		10.
	Apply bold formatting to the cell
	

		11.
	In the first cell of the table, double-click the selection bar
	The entire row is selected.

		12.
	On the Home ribbon, Paragraphs command group, click the Center button
	The text in each selected cell is centered.

		13.
	Position the mouse pointer over the top border of the first column
	The pointer becomes a down arrow.

		14.
	Click the mouse button
	The column is selected.

		15.
	On the Home ribbon, Font command group, click the Italic button
	Italics are removed from the text in the selected cells.

		16.
	From the Table Tools, Layout ribbon choose Select, Select Table
	The entire table is selected.

		17.
	On the Home ribbon, from the Font command group, choose Arial from the Font list
	The font of the entire table is changed.

		18.
	Click outside the table
	The table is deselected.

		19.
	Save the document
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Modifying Table Structures
Word lets you adjust the width of any column in a table. You can also modify row heights and insert, delete, and move columns and rows. Additionally, you can combine multiple cells into a single cell.

Adjusting Column Width in a Table
In a table, you might want to change the width of some columns to accommodate the contents of the columns’ cells. The easiest way to adjust column width is to drag the column border. Alternatively, if you require exact column width measurements, you can define them by using the Column tab in the Table Properties dialog box, illustrated in Figure 3‑4.
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To adjust column width in a table:

Mouse method
1.	Position the mouse pointer on the left or right border of the desired column.
2.	When the pointer becomes a double-headed arrow, drag the column border to the desired width.

Method 2
1.	Select the desired column.
2.	From the right-click shortcut menu choose Table Properties
select the Column tab.
3.	On the Column tab, in the Width of column scroll box, delete the current value and type the desired column width.
4.	If desired, choose Previous Column or Next Column.
5.	Repeat steps 4 and 5 as necessary.
6.	Choose OK.
 
Method 3
1.	Select the desired column.
2.	From the Table Tools, Layout ribbon, choose Table Properties from the Table command group
3.	In the Table Properties dialog box, select the Column tab.
4.	On the Column tab, in the Width of column scroll box, delete the current value and type the desired column width.
5.	If desired, choose Previous Column or Next Column.
6.	Repeat steps 4 and 5 as necessary.
7.	Choose OK.

Method 4
1.	Select the desired column.
2.	From the Table Tools, Layout ribbon, Cell Size group, choose Table Properties from the Table command group
 3.	Increase or decrease (or type) a value in the Table Column Width box 








In the following exercise, you will adjust column width in a table.

		1.
	Make sure Disney resorts.docx is open in the current window
	

		2.
	Make sure the ruler is displayed
	

		3.
	In the first column of the table, position the mouse pointer on the right border
	The pointer becomes a double-headed arrow.

		4.
	Drag the border to the left until the column is approximately 6cm wide
	The width of the column decreases, and text within the column’s cells wraps as necessary.

		5.
	Select the second column
	

		6.
	From the right-click shortcut menu, choose Table Properties
	The Table Properties dialog box appears.

		7.
	Select the Column tab
	The Column options appear.

		8.
	In the Width value box, delete the current text and type 8.5
	

		9.
	Choose Previous Column
	In the table, the second column’s width changes, and the first column is selected. The information for the first column appears on the dialog box’s Column tab.

		10.
	In the Width of column 1 scroll box, delete the current text and type 6
	

		11.
	Choose OK
	The dialog box closes, and the width of the first column changes.

		12.
	Deselect the column
	

		13.
	Save the document
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Adjusting Row Height in a Table
You might want to modify row height in a table to increase the table’s readability or to improve its appearance. To adjust row height, you can use the Row tab of the Table Properties dialog box, illustrated in Figure 3‑5.
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Several automatic row height options are available in the Table Properties dialog box. Table 3‑2 describes these options.


	Option
	Effect

	Auto (deselect  specify height)
	The row height is set to the height of its tallest cell.

	At least
	The row height is set to a specified minimum setting. If any cell is taller than the minimum height, the row height increases.

	Exactly
	The row height is set to a specified setting. If any cell is taller than the specified height, all text might not appear.
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To adjust row height in a table:

Method 1
1.	Select the desired row.
2.	From the Table Tools, Layout ribbon, choose Table Properties from the Table command group, 
3.	In the Table Properties dialog box, select the Row tab.
4.	On the Row tab, from the Height of row drop-down list, select a row height option.
5.	If necessary, select the Specify Height check box and delete the current height value. Type the desired row height. Choose exactly or at least.
6.	If desired, choose Previous Row or Next Row.
7.	Repeat steps 4 through 6 as necessary.
8.	Choose OK.

Method 2
1. Select the desired row.
2. From the Table Tools, Layout ribbon, Cell Size group, choose Table Properties from the Table command group
3. Increase or decrease (or type) a value in the Table Row Height box 





In the following exercise, you will adjust row height in a table.

		1.
	Make sure Disney resorts.docx is open in the current window
	

		2.
	Select the first row in the table
	

		3.
	From the Table menu on the Table Tools, Layout ribbon, choose Table, Properties
	The Table Properties dialog box appears.

		4.
	Select the Row tab
	The Row options appear.

		5.
	Check to Specify Height and select Exactly.
	.

		6.
	In the value scroll box, delete the current value and type 1.25
	

		7.
	Choose OK
	The dialog box closes, and the height of the first row changes.

		8.
	Save the document
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Inserting, Deleting, and Moving Table Columns
You can easily insert columns into a table. When you insert a column, the columns to the left and right of the new column move, and the new column contains blank cells that assume the formatting characteristics of the surrounding cells. From the Rows and Columns command group on the Table Tools, Layout ribbon you can add columns to the left or right of the selected column

Word also lets you delete columns. When you delete a column, any text in the deleted column’s cells is also deleted from the table.

Once all required columns appear in a table, you might need to rearrange them. You can move a column by dragging it to a new location in the table.


To insert a column into a table:

1. Select a column using the mouse.
or
1.	Click into a cell in a column and
2.	From the Table Tools, Layout ribbon, select either Insert Left or Insert Right from the Rows & Columns command group.
	or
2.	From the Shortcut menu, choose Insert, Insert Columns to the Left or Insert Columns to the Right.
	
To delete a column from a table:

1.	Click the mouse in the desired column.
2.	From the Table Tools, Layout ribbon, click Delete, Delete Columns from the Rows & Columns command group
	
To move a column in a table:

1.	Select the desired column.
2.	Drag the column to the desired location in the table.




In the following exercise, you will insert, delete, and move table columns.

		1.
	Make sure Disney resorts.docx is open in the current window
	

		2.
	Select the second column of the table
	

		3.
	From the Table Tools, Layout ribbon, select Insert Left from the Rows & Columns command group 
	A new column appears to the left of the originally selected column, and the new column is selected.

		4.
	From the right-click shortcut menu, choose Delete Columns
	The selected column is removed from the table, and the table’s original columns appear.

		5.
	In any row, click outside the right border of the table
	The insertion point moves outside the table’s right border.

		6.
	From the Table Tools, Layout ribbon, choose Select, Select Column
	A column outside the table’s right border is selected.

		7.
	On the Table Tools, Layout ribbon select the Insert Right button from the Rows & Columns command group
	A new column appears to the left of the outside column, and the new column is selected.

		8.
	Place the insertion point in the top cell of the new column
	

		9.
	Type SPECIAL FEATURES
	The text in the cell is automatically centered and bolded.

		10.
	Place the insertion point in the second cell of the new column
	

		11.
	Type Free transportation.
	

		12.
	Using the Copy and Paste commands, copy the cell’s contents to the cell below
	The text Free transportation. appears in the third cell of the new column.

		13.
	Select the new column
	

		14.
	Drag the selected column between the first and second columns
	The new column moves to the second position in the table.

		15.
	Save the document
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Inserting, Deleting, and Moving Table Rows
Inserting, deleting, and moving rows in a table is similar to inserting, deleting, and moving columns. Word lets you insert a new row above any of a table’s rows or at the end of the table. If you delete a row, any text within the deleted row’s cells is also deleted. You can drag a row to move it to another location within the table.


To insert a row at the end of a table:

1.	Place the insertion point in the table’s last cell.
2.	Press TAB

To insert a row within a table:

1.	Select the row that will appear below the new row.
2.	From the Table Layout Tab, Rows and Columns, choose Insert Above or Insert Below.
or
2.	From the Right Mouse Click shortcut menu, choose Insert Rows above or below.
	

To delete a row from a table:

1.	Select the desired row.
2.	From the Table Layout Tab, Rows and Columns, choose Delete, Delete rows 
or
2.	From the Right Mouse Click shortcut menu, choose Delete 


To move a row in a table:

1.	Select the desired row.
2.	Drag the row to the desired location in the table.



In the following exercise, you will insert, delete, and move table rows.

		1.
	Make sure Disney resorts.docx is open in the current window
	

		2.
	Place the insertion point anywhere in the last cell of the table
	

		3.
	Press TAB
	A new row is added to the end of the table. 

		4.
	In the new cell, type Walt Disney World Dolphin and press TAB
	The insertion point moves into the next cell.

		5.
	Type Free transportation. and press TAB
	The insertion point moves into the next cell.

		6.
	Type This resort is located in the heart of the EPCOT resort area.
	

		7.
	Position the mouse pointer to the left of the second row
	A plus sign appears

		8.
	Click on the plus sign
	A new row appears between the first and second rows, and the new row is selected.

		9.
	From the Table Tools, Layout, Rows and Columns, Delete Rows
	The selected row is removed from the table.

		10.
	Select the third row in the table
	

		11.
	Drag the third row between the first and second rows
	The row moves to the second position in the table.

		12.
	Save the document 
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Enhancing Tables
Once you create a table, Word lets you enhance its appearance in a variety of ways. You might want to merge multiple cells into one to create a title or summary row or column, or you might want to add borders and shading to the table. You can also select a position for the table relative to the page. You can change the design of the table by using tools from the Table Styles, Table Style Options and Draw Borders commands on the Table Tools, Design ribbon, illustrated in Figure 3‑6 .  You may also use the Layout ribbon options, to control the alignment of text, the sort order of text within a column and to add formulae, illustrated in Figure 3‑7.
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[bookmark: _Ref190930059]Figure 3‑7: The Table Tools Layout ribbon
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Merging Cells
Word lets you merge two or more cells into a single cell. This feature can be especially useful for creating a title cell in a table. When you merge cells containing text, the text is also combined in the new merged cell.


To merge cells in a table:

1.	Select the cells to be merged.
2.	From the Table Tools, Layout ribbon, choose Merge Cells from the Merge command group.
	or
2.	From the Right Mouse Click shortcut menu, choose Merge Cells.




To split cells in a table:

1.	Select the cell to be split.
2.	From the Table Tools, Layout ribbon, choose Split Cells from the Merge command group and specify new number of cells.
	or
2.	From the Right Mouse Click shortcut menu, choose Split Cells.






In the following exercise, you will merge cells.

		1.
	Make sure Disney resorts.docx is open in the current window
	

		2.
	Above the first row of the table, insert a new row
	The new row becomes the first row in the table.

		3.
	In the first cell of the new first row, type DISNEY HOTELS
	The text is centered and bolded in the cell.

		4.
	Select the first row of the table
	

		5.
	From the Table Tools, Layout ribbon, choose Merge Cells from the Merge command group
	All cells in the row are merged into one cell, and the text from the first cell is centered and bolded in the merged cell.

	6.
	Save the document
	



[bookmark: _Toc1889598][bookmark: _Toc432433599][bookmark: AddingTableBorders]
Adding Table Borders
There are a number of different methods of applying borders to tables. You can add a border to an entire table or to selected cells, rows, or columns in the table. You can apply a border by using a pre-defined Table Style from the Gallery, illustrated in Figure 3‑8.  You can also draw a border with a particular thickness, style and colour of line. Or you can use the Borders and Shading dialog box, illustrated in Figure 3‑9.
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[bookmark: _Ref190929071]Figure 3‑8: The Table Design Gallery
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To add a table border:

Menu method 1
1.	Place the insertion point in the table you want to border.
	or
1.	Select the cell(s) you want to border.
2.	From the Table Styles command group on the Table Tools, Design ribbon, choose Borders.
	or
2.	From the Shortcut menu, choose Borders and Shading.
3.	In the Borders and Shading dialog box, select the Borders tab.
4.	On the Borders tab, in the Setting area, select a border format if desired.
5.	If desired, from the Style list box, select a line style.
6.	If desired, from the Color drop-down list, select a border color.
7.	If desired, from the Width drop-down list, select a border line width.
8.	From the Apply to drop-down list, select Table or Cell. 
	Or
8.	Use the buttons in the Preview area to apply the borders to specific parts of the selection
9.	Choose OK.

	Menu method 2
1.	Place the insertion point in the table you want to border.
	or
1.	Select the cell(s) you want to border.
2.	From the Table Styles command group on the Table Tools, Design ribbon, choose a design style from the Gallery.
	
Drawing method
1. From the Table Tools, Layout ribbon, click on the Draw Table button.
2. Use Layout tab options for  Line Style, Line Weight and Pen Color
3. Move your mouse over the table and the cursor changes to a pen shape.
4. Click and drag on top of existing table lines to change their appearance.
5. Click back on to the Draw Table button to turn off the drawing cursor
or
5.	Press the Esc key on the keyboard



In the following exercise, you will add table borders.

		1.
	Make sure Disney resorts.docx is open in the current window
	

		2.
	Place the insertion point anywhere in the table
	

		3.
	From the Table Styles command group on the Table Tools, Layout ribbon, choose Borders 
	The Borders and Shading dialog box appears.

		4.
	Select the Borders tab
	The Borders options appear.

		5.
	In the Setting area, make sure All is selected
	

		6.
	From the Width drop-down list, select 1½ pt
	

		7.
	In the Apply to drop-down list box, make sure Table appears
	

		8.
	Choose OK
	A border is added to all cells of the table.

		9.
	In the table, select the top cell
	

		10.
	Open the Tables and Borders dialog  box
	

		11.
	On the Tables and Borders dialog box, from the Line Style drop-down list, select the thick/thin style (9th option)
	

		12.
	From the Setting options choose Box and apply to Cell
	The border is applied to the cell.

		13.
	Save the document
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Table Design Styles and Applying Shading to a Table
You can apply one of Word’s preset table formats by using the Table Styles gallery, as previously illustrated in Figure 3‑8. This gallery displays a variety of border and shading combinations from which you can choose.

Additionally, you can manually apply shading to your entire table or to selected cells, rows, or columns. To do so, use the Shading button on the Design ribbon, illustrated in Figure 3‑10.
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To Apply Shading to a table using the Style Gallery:

1.	Place the insertion point in the table you want to apply a Table Style to.
2.	From the Table Styles command group on the Table Tools, Design ribbon, click on a design style from the Gallery	

To add shading to individual cells in the table:

1.	Place the insertion point in the table you want to shade.
	or
1.	Select the cell(s) you want to shade.
2.	From the Table Styles command group on the Table Tools, Design ribbon, choose the Shading button
3.	Choose a color from the Theme, Standard or More Colors options



To apply a Shaded pattern to individual cells in the table:

1.	Place the insertion point in the table you want to shade.
	or
1.	Select the cell(s) you want to shade.
2.	From the right-click Shortcut menu choose Borders and Shading
3.	On the Shading tab select the required Fill color and Pattern style
4.	Click OK




In the following exercise, you will apply Gallery Style to a table.

		1.
	Make sure Disney resorts.docx is open in the current window
	

		2.
	Place the insertion point in any cell in the table
	

		3.
	From Table Tools, Design ribbon choose the Style drop down arrow to open the Gallery
	The Table Style Gallery appears.

		4.
	From the Gallery select Grid Table 4 – Accent 3 (4th column, 4th row)
	You can see a preview in your table before you select it.

		5.
	Save the document
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Aligning Tables
By default, Word aligns new tables with the left margin. If your table does not span the complete width of the page, you might want to center the table between the left and right margins or right align the table.



To align a table:

1.	Select the table.
2.	Select Table Properties from the Table Group on the Table Tools Layout Tab
3.	Click on the Table Tab
4.	Select the required alignment
5.	Click OK






In the following exercise, you will align a table.

		1.
	Make sure Disney resorts.docx is open in the current window
	

		2.
	Using the Layout Ribbon, change the document’s page orientation to landscape
	

		3.
	Zoom to Whole Page and examine the page
	The table is left aligned on the page.

		4.
	Select the table
	

		5.
	From Short cut menu select properties then table tab and select alignment to centre on page
	The table moves to the center of the left and right margins.

		6.
	Zoom to 75%
	

		7.
	Save the document
	




[bookmark: _Toc1889601][bookmark: _Toc432433602][bookmark: RotatingTextinTables]Rotating Text in Tables
To add impact to specific text in a table, you can rotate the text in selected cells. Select the cell(s) containing the text you want to rotate and then choose the layout option you require from the Alignment command group on the Table Tools, Layout ribbon, illustrated in Figure 3‑11

[image: ]

[bookmark: _Ref378444488][bookmark: _Toc379049693]Figure 3‑11: The Text Alignment Options


To rotate text in a table:

1.	Select the desired cell(s).
2.	From the Alignment command group on the Table Tools, Layout ribbon, choose Text Direction.
3.	Choose the required text layout 
4.	If you wish the text to face the other way click the Text Direction button once again (if you click it once again it will revert to horizontal text)

Note: When you have rotated text in cells you will notice that the alignment buttons on the ribbon rotate to help your further alignment needs.



In the following exercise, you will rotate text in a table.

		1.
	Make sure Disney resorts.docx is open in the current window and the zoom is set at 75%
	

		2.
	Select the first cells in the third, fourth, and fifth rows of the table
	The cells containing the resort names are selected.

		3.
	From the Alignments command group, choose Text Direction
	The Table Properties [Cell tab] dialog box appears.

		4.
	Select the text orientation that reads from bottom to top
	The direction of the text in the selected cells changes.

		5.
	Choose Align Center option to place the text into the mid-point of the cell
	The alignment of the text in the selected cells changes.

		6.
	Save and close the document
	









[bookmark: _Toc432433603][bookmark: Converttexttoatableorviceversa]Convert text to a table or vice versa
When you convert text to a table, separate the text with a comma, tab, or other separator character to indicate where a new column should begin. Use a paragraph mark to begin a new row.
You select the text and then define the table using the Convert Text to Table dialog box, illustrated in 
            [image: ] [image: ]
Figure 3‑12: Convert Text to Table options



Convert text to a table
1. Indicate where you want to divide text into columns by inserting the separator characters you want. 
For example, in a list with two words on a line, insert a comma or a tab after the first word to create a two-column table.
2. Select the text you want to convert. 
3. From the Insert ribbon, click the Table drop down list.
4. Click Convert Text to Table
5. Choose the number of columns and rows, the Autofit behaviour and the appropriate Text Separator
6. Click OK


Convert a table to text
1. Select the rows or table that you want to convert to paragraphs. 
2. On Data command group from the Table Tools, Layout ribbon, click Convert to Text. 
3. In the Convert Table to Text dialog box , choose the option for the separator character you want to use in place of the column boundaries, illustrated in Figure 3‑13: Convert Table to Text options


[image: ] [image: ]
[bookmark: _Ref190943911]

Figure 3‑13: Convert Table to Text options

[bookmark: _GoBack]


[bookmark: _Toc432433604][bookmark: AutoFitintheTable]Auto Fit in the Table
The AutoFit options help to arrange the data in the table and the table itself to better fit the space on the page.  You first select the table, row or column, then choose from the Autofit button options on the Cell Size command group on the Table Tools, Layout ribbon, illustrated in Figure 3‑14.
[bookmark: _Ref190944732][bookmark: _Ref190944669][image: ]

Figure 3‑14: Table Autofit options


Fit contents to the best column width

1. Select a table or column(s)
2. From the Cell Size command group on the Table, Tools, Layout ribbon select the Autofit button
3. Click Autofit Contents and the columns will resize to the best fit for the contents

Best fit the contents and columns to the available page space

1. Select a table or column(s)
2. From the Cell Size command group on the Table, Tools, Layout ribbon select the Autofit button
3. Click Autofit Window and the columns and table will resize to best fit the page

Resize an entire table
1. In print layout view, rest the pointer on the table until the table resize handle appears on the lower-right corner of the table. 
2. 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. 


Change column width
· Rest the pointer on the column boundary you want to move until it becomes a resize pointer, and then drag the boundary until the column is the width you want. 
Change row height
· Rest the pointer on the row boundary you want to move until it becomes a resize pointer, and then drag the boundary. 

Make multiple columns or rows the same size
1. Select the columns or rows you want to make the same size. 
2. On the Tables and Borders toolbar, click Distribute Columns Evenly or Distribute Rows Evenly.



Add or change the space between cells in a table
If you are using a table to arrange text and graphics— for example, on a Web page— you can add spacing between table cells.

1. Click the table. 
2. On the Table menu, click Table Properties, and then click the Table tab. 
3. Click Options. 
4. Under Default cell spacing, select the Allow spacing between cells check box and enter the measurement you want. 
Section Error! Reference source not found.: Error! Reference source not found.
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[bookmark: _Toc1889602][bookmark: _Toc432433605][bookmark: Assignment]Assignment
	1.	In a new blank document, create a table that has four rows and three columns.
	2.	Type the text shown in Figure 3‑15 into the new table’s cells.

	Carnival Activity
	KC Code
	Location

	Flea Market
	AA
	Main parking lot

	Popcorn
	DA
	Cafeteria

	Burgers
	DA
	Main lobby



[bookmark: _Ref381602093]Figure 3‑15: Table Text—Self-Check Exercise


	3.	Delete the third (Popcorn) row from the table.
	4.	In the first cell of the third row (Burgers), edit the text to read Refreshments.
	5.	Using the mouse method, adjust the widths of the first and third columns so that each column is just wide enough to hold its largest entry. Then use tools from the ribbon to adjust the width of the second column to one inch.
	6.	Insert a row at the end of the table, and then insert a column between the second and third columns. Type the text shown in Figure 3‑16 into the cells in the new row and column.

	
	
	Coordinator
	

	
	
	Barb M.
	

	
	
	Bill M.
	

	Dart Game
	DA
	Kyong P.
	Main lobby



[bookmark: _Ref381602811]Figure 3‑16: Additional Table Text—Self-Check Exercise


	7.	Move the fourth (Dart Game) row to the third position in the table.
	8.	Insert a column at the right edge of the table.
	9.	Move the new column to the second position in the table.
	10.	Add a row above the column headings, and then type Carnival Volunteers into the first cell of the new row.
	11.	Delete the second (blank) column from the table.
	12.	Merge the cells in the first (Carnival Volunteers) row.
	13.	Use the Style Gallery to apply the Grid 5 format to the table.
	14.	In the top cell, bold the title Carnival Volunteers. Change the title’s font size to 18 points and center the title in the cell.
	15.	Adjust the height of the top cell to exactly 22 points.
	16.	Using the right-click shortcut method, shade the cells in the second row with a fill and color of your choice. Then, use the toolbar method to apply a shading color of your choice to the top cell.
	17.	Using tools from the ribbon, place a border of your choice around the entire table. Then using the drawing method apply a different border line style to the top cell.
	18.	Select the three cells containing the KC codes and rotate the text so that it reads from bottom to top.
	19.	Center the table between the left and right margins.
	20.	If necessary, close the Tables and Borders toolbar.
	21.	Save the document as Carnival Volunteers Table.docx, and then close the file.
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You can apply one of Word's preset table formats by using the Table
Styles gallery, as previously illustrated in Figure 3-8. This gallery
displays a variety of border and shading combinations from which you
can choose.

Additionally, you can manually apply shading to your entire table or to
selected cells, rows, or columns. To do so, use the Shading button on
the Design ribbon, illustrated in Figure 3-10.

Figure 3-10: The Borders and Shading Dialog Box’s Shading Tab

C METHOD il

To Apply Shading to a table using the Style Gallery:

1. Place the insertion point in the table you want to apply a Table
Style to.

2. From the Table Styles command group on the Table Tools,
Design ribbon, click on a design style from the Gallery

To add shading to individual cells in the table:
1. Place the insertion point in the table you want to shade.

or
1. Select the cell(s) you want to shade.
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