Chapter

13

Using the Table Tools

In the last chapter you used TAB STOPS to create simple tables. When more detailed
tables are required, Microsoft Word'’s TABLE TOOLS can be used. Basically the TABLE
feature is a simplified spreadsheet that can be inserted anywhere in a Word document.
Its use can save you having to set margins and indents using the Ruler. Let’s create a

simple roster to illustrate the use of the table tools.

Entering the Heading

1  Load Microsoft Word or close the current file and start a new BLANK DOCUMENT.

2 Enter the heading:
MAKE BELIEVE HIGH SCHOOL

and press the <enter> key twice to add some space after it.

E| H -0 B = Document3 - Word
HOME INSERT DESIGN PAGE LAYOUT REFEREMCES IMAILINGS REVIEW VIEW

e f% Cut = T A
5 Calibri (Body) - |14 2l T || aapbcene| AaBbCeDe
& Copy =
\ + @ ==== R R TMormal | TNo Spac...

3 Highlight the heading and set it to
14 pt and BOLD.

Clipboard 1
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MAKE BELIEVE HIGH SCHOOL

Inserting the Table

EI H -0 0O = Document3 - Word
HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

A, b Cut Calibri (Body) = |11 ~| A & Aa- R |IZ-1S-Z. e=s= 4 q
D ; alibri (Body) A A C allprtat= - Feair| | AaBbCcDc  AaBbCcDc
Y Copy
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- I 1 Position the cursor on the second
blank line after the heading.
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BHS O 0= Document3 - Word 2
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3 Move the pointer across 2 columns
in the grid and down 3 rows to
_ ” highlight a 2 x 3 table (a’live
7 MEG—— preview'is provided) then click the
mouse button.
BH SO0 O = Diocumentd - Werd ABLE TOOLS b R . ¢
- B s S 5 SEEET S % e ' ‘4

MAKE BELIEVE HIGH S

= B Insert Table
[ Draw Table

Tabie Styles

4 A2x 3 table is inserted at the cursor
position and the TABLE TOOLS tab is
added to the RIBBON.

MAKE BELIEVE HIG

Changing Column Widths

The widths of columns can be adjusted.

| 1 Move the pointer over the border
at the centre of the table until
it changes to a cross hair with
horizontal arrows.

B HS O 3 =

HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCE
o HeaderRew 1/ Firt Calumn . BE———
List Columin % ==-FC=EEET

Banded Columns

Table Style Options Tabie Styles

MAKE BELIEVE HIGH 5CHOOL
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B HS O Y = Documen 3 - Word TABLETOOLS = o o x|
HOME ~ INSERT ~ DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW S

2 Drag the border to the left so that
COLUMN A'is 4 cm wide.

| Header Row [/ First Column

Total Row Last Column

| Banded Rows Banded Columns

Table Style Options
a DR 1 2 3. B X B a7 B
¥ 3

MAKE BELIEVE HIGH SCHO!

1> |

~ | )
: =N 3 COLUMN B is now much wider.

Merging Cells

A heading will be entered in the top row, but it will need to extend across the top of the
table, so the top two cells will be merged into one.

BEHS O 0 & Dacumen 2 - Word TABLETOOLS PR - B X
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAIINGS  REVIEW  VIEW | DESGN | LAYOUT Signn
/| Header Row [ First Calurnn &y | — M
Total Row Last Column %, Yo pt |
— Shading | Border — Bordlers Border
/| Banded Rows || Banded Columns E Styles » & Pen Color~ Painter

Table Style Options Table Styles

: | 1 Drag the I-BEAM across the top two
] ‘ cells to highlight them.

MAKE BELIEVE HIGH SCH

[#]

BHS O B Document 2 - Word TABLE TOOLS T @A - 0 %
HOME ~ INSERT ~ DESIGN  PAGELAYOUT  REFERENCES ~ MAIIMGS  REVIEW  VIEW  DESIGM | LAYOUT Sign in

s Select~ D/ D ’_—Z‘R m m (D E E:T::ual HEE A E %l [ Repest Header Rows

[EE View Gridlines % Convert to Text
Draw Eraser  Delete Insert Insert Insert Insert Tex  Cell Sort

mn}
BEy Properties Table - Above Below Left Right 3 SplitTable Jx Formuia
Table Draw Rows & Columns ™ Merge Data ~
- e o1 020 Merge(eHs

| Merge the selected cells into one
cell

MAKE BELIEVE HiGH scrooL 2 Open the TABLE TOOLS - LAYOUT
tab in the RIBBON and click on the

: MERGE CELLS icon to combine the
two cells into one.
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B HdS O 0o s Document3 - Word TABLE TOOLS
HOME  INSERT  DESIGN  PAGELAYOUT  REFEREMCES  MAILINGS  REVIEW  VIEW  DESIGN  LAYOUT

%\S::::ndlmez E“, D ’_—>|_q l—j ’I‘ (EI E) E;phtcenc £ [[Height: (048 cm  +| HF Distribute Rows ZZS AEE:" Dj]

Draw Eraser | Delete Insert Insert Insert Insert AutoFit 5“,'[“,_“ % t'nj_'Dmr\buteCDIumm !:!!:!!:!_'Tr:xt ”CE"‘

i Mo
EF; Properties Table . Above Below Left Right | 0o Split Table

o — = /l 3 Clickin the top cell and enter:
Yard Duty Roster, 15 October 2014

4 [ I PR TR RN S B0 RO IO RSN S

1
B

o [ vard Duty Roster, 15 October 2014

EH S O 0o s Document3 - Word TABLETOOLS
HOME  INSERT  DESIGN  PAGELAVOUT  REFERENCES  MALINGS  REVEW  VIEW  DESIGN | LAYOUT

% ~ 2 - =, = I Merge Cells 5 : - —
Iy select ™ ™ s o G = heged E[l Height: 048 cm | B Distribute Rows BEBE &)' E]
[ View Gridlines % ¥ ] Split Cells HEE —

Draw Eraser | Delete Insert Insert Insert Insert AutoFit ﬁwitlth: 158 em E Distribute Columns Text Cell

i e
I Properties Table - Above Below Left Right | 0o SplitTable Bl Bl E pirection Margins

Table Draw Rows & Columns F} Merge

E *>j| 4 Highlight the text and setitto 11 pt,
BOLD and CENTRE to centre the text
across the two columns.

MAKE BELIEVE HIGH

B /  Yard Duty Roster, 15 October 2014

! I

= | cgpfiee-[in f1a° o iz - 1=~ FE- EE-

. ﬂ L-L| 5 a
B I =¥~ A. = .{H - 24l r o Insert Delete

NOTE: You can click to the left of a row to highlight the whole row. You can
also click in the first cell to be highlighted then hold down the SHIFT

key and click on the last cell to be highlighted.
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