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Chapter

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

MAKE BELIEVE HIGH SCHOOL
Inserting the Table
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et 175+ 1 Position the cursor on the blank line
' after the heading.
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MAKE BELIEVE HIGH SCHOQ,

position.
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Changing Column Widths

The widths of columns can be adjusted.

WH9-800E- Document? - Microsoft Word
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Move the pointer over the border
at the centre of the table until
it changes to a cross hair with

horizontal arrows.
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Document? - Microsoft Word
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2 Drag the bbrdé;to the left so that

COLUMN A is 4 cm wide.
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l 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.
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(1 Drag the I-BEAM across the top two

cells to highlight them.

2 MAKE BELIEV H SCHOOL
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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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WEAE9-00QE= Document? - Microsoft Word | able Tools |
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: Yard Duty Roster, 15 March, 2012
= |
ME=2-0 05 Document? - Microsoft Word | ableTools | ‘

Insert Page Layout References Mailings Re\ri.:ew View 4 Highlight the text and Set it to _I 1 pt,

R A ]

R | 58, gl | e "
simoans 8 TSl B H g0 B Bl B0 D and CENTRE to centre the text
s evee r150e\"E :szw n:e nise BB <t able .u'o i ﬁWidt
e e oo ot e e B across the two columns.
[a] i 2_|1|§E (T e 3| S R MR T ot E 3 Al i A

MAKE BELIEVE HIGH SCHi &, ,

Yard Duﬁf\ﬁnster, 15 March, 2012

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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Shading Cells

Cells within the table can be shaded.

1 Open the TABLE TOOLS - DESIGN tab in

the RIBBON.
WEH9-0 05 Document? - Microsaft Word [
Home Insert Page Layout References Mailings Review View Add-Ins Deasign ayout
[ Header Row  [7] First Column e —— —— ——— — |Wl T B A
B Tobatfons. B 8t Coliun i il = - | emeco B
[@] Banded Rows [ Banded Columns | | ————— | ===== ===== ===== = | l_ ERENEN) TE'B’SI”: Bty
Table Style Options Table Styles 1 L prders 5

E = T B 1 2 E] & 5 3 7 3 R (R ¥ WA F X i s

Li oI ' E - . m o

il Standard Colors

| HE =] [}
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g o 2 Click on the SHADING icon and select a
i | | .

;| | light colour to fill the top cell.

NOTE: You can set the text in the top cell to a different colour if you

wish using the HOME tab or the MINI TOOLBAR.

Row Heights

You can change the height of rows. In this case it would look better to have the top row
of the table larger than the others.

WHd9-06 Q5= Document? - Microsoft Word ‘ f : ‘ ‘
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__| 1 Move the pointer over the bottom

[¥] Header Row  [#] First Column IEE==s]

D Total Row EI Last Column

[¥] Banded Rows [ Banded Columns 1 s e e | g border Of ROW 1 Until it Changes tO

"y e parallel lines vertical arrows.

MAKE BELIEVE HIG [o]0] 8

TR

# ) / Yard Duty Roster, 15 March, 2012
g “%\ (
8 ! ~— 2 Drag the bottom border down by
P about half a centimetre to increase
the ROW HEIGHT.
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