MS WORD – TABLE INSTRUCTIONS


Table Tips from KAB

· Be sure the Tables and Borders toolbar is visible.  This toolbar has buttons that

· merges or splits cells

· aligns text in cells

· distributes either selected rows or selected columns equally

· changes text direction

· calculates autosum

· sorts data

· Plan the table before typing it

· To ease future editing in the document, make sure there is a blank line before and after the point where you intend to insert the table.  When I start a document I press the enter key three times and then go back up to the second line to insert the table.

· I find it easier to insert a table with a specified number of columns and rows rather than “drawing” the table. 

· Click on Table in the menu bar, to perform many tasks.  It may take a while to get used to going there to delete things (rather than using cut or the delete key).  You may insert or delete:  cells, rows, columns, and tables.  

· Don’t merge cells until everything is typed and formatted – it makes editing easier

· From Table in the menu bar, use Table Properties to set the table size in inches or as a percentage of the page width, set cell margins and cell spacing.  You may also control the size of cells, rows, and columns from Table Properties.

· You many convert existing highlighted text to a table – click Table in the menu bar, click Convert, make your choice
· Not all features available in Word tables can be applied to tables within a web page created in MS Front Page, i.e preventing a row from breaking across a page
Overview of tables

A table is made up of rows and columns of cells that you can fill with text and graphics. Tables are often used to organize and present information, but they have a variety of other uses as well. You can use tables to align numbers in columns, and then sort and perform calculations on them. You can also use tables to create interesting page layouts and arrange text and graphics. 

Parts of a table
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Borders and gridlines   By default, tables have a black ½-pt, single-line, solid-line border that will be printed. If you remove this border, you will still see the gridlines that form the cell boundaries. Gridlines are not printed.

End marks   End-of-cell and end-of-row marks are nonprinting characters that, like gridlines, appear only on the screen.

Cell spacing and margins   If you are using a table to arrange text and graphics — for example, on a Web page — you can add spacing between table cells. You can also add cell "padding" (spacing between the boundary of the cell and the text inside the cell) by changing the cell margin.

Nested tables   If you use a table to lay out a page, and you want to use another table to present information, you can insert a nested table — a table within a table. Learn about nested tables.

Table move handle and resize handle   Use the table move handle to move the table to another place on a page, and use the table resize handle to change the size of a table.

Creating tables

You can quickly create a simple table by using the Insert Table command, or you can use the Draw Table tool to quickly create a more complex table — for example, one that contains cells of different heights or a varying number of columns per row. Using Draw Table is similar to drawing a rectangle on graph paper — first, draw a line from one corner of the table to the corner diagonally opposite in order to define the boundary of the entire table, and then draw the column and row lines inside.

Creating tables inside other tables   You can also use Draw Table to create tables inside other tables, or nested tables. Nested tables are particularly useful when you use a table to lay out a page and then want to use a table to present information.

Creating tables from existing information   You can convert existing paragraphs of text to a table. You can also create a table from an existing data source, such as a database or worksheet.

Convert existing text to a table

When you convert text to a table, you use separator characters to indicate where a new column should begin. Microsoft Word begins new rows at paragraph marks. If you also choose paragraph marks as your separator characters, Word converts your text into a table with one column. 

1. Indicate where you want to divide text into columns by inserting the separator characters you want.

2. Select the text you want to convert.

3. On the Table menu, point to Convert, and then click Text to Table.

4. Under Separate text at, click the option for the separator character you want. 

You may also convert a table to text similar to the above instructions.

Formatting tables

You can enhance your table by adding borders and filling cells with colors, patterns, or shading (like in Excel). You can also use the Table AutoFormat command to quickly give your table a polished design.

Working with long tables

When you work with a very long table, it must be divided wherever a page break occurs. You can make adjustments to the table to make sure that the information appears as you want it to when the table spans multiple pages.

Repeat headings on every page   If your table has a heading, you can make the heading automatically appear at the top of each page.

Repeat a table heading on subsequent pages

1. Select the row or rows that you want to use as a table heading. The selection must include the first row of the table.

2. On the Table menu, click Heading Rows Repeat. 

Notes 

· Microsoft Word automatically repeats table headings on new pages that result from automatic page breaks. Word does not repeat a heading if you insert a manual page break within a table.

· Repeated table headings are visible only in print layout view or when you print the document.
Control where the table is divided   By default, if a page break occurs within a large row, Word allows a page break to divide the row between the two pages. You can prevent a table row from breaking across pages. You can also force the table to break across pages at a particular place.

Break a table across pages

1. Click the row you want to appear on the next page.

2. Press CTRL+ENTER. 

Split a table or insert text before a table

1. To split a table in two, click the row that you want to be the first row of the second table. 

To insert text before a table, click the first row of the table. 

2. On the Table menu, click Split Table. 


Prevent a table row from breaking across pages

1. Click the table.

2. On the Table menu, click Table Properties, and then click the Row tab.

3. Clear the Allow row to break across pages check box. 
Changing the position of text in a table

Changing the orientation of text   By default, Microsoft Word aligns text horizontally in table cells, callouts, text boxes, or AutoShapes. You can change the text orientation so that the text is displayed vertically.

[image: image2]
Changing the alignment of text in a table cell   By default, Word aligns text in a table to the upper left of a cell. You can change the alignment of text in a cell — both the vertical alignment (top, center, or bottom) and the horizontal alignment (left, center, or right).

Using tables as spreadsheets

You can use tables to perform some of the tasks you might use a spreadsheet for — for example, you can sort table entries in alphabetical, numeric, or date order. You can also total a row or column of numbers in a table, as well as perform other calculations, such as averaging.

Use Help available within Microsoft Word for more information – that’s where the above information is located.
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