Adding Tables to Documents

Chapter

14

Tables in Microsoft Word are basically a simplified spreadsheet that can be inserted
anywhere in a Word document. To illustrate this a table will be added to a prepared

document about discounts offered by a computer sales company.

Loading the Prepared Document

A sample letter has been prepared for you. Your task will be to insert a TABLE into it.

1 Load Microsoft Word or close the current document.

2 Display the FILE tab and select OPEN.

3 Access the WORD 2010 SUPPORT FILES folder, open the CHAPTER 14 folder and load

the file:
Client Letter
as a READ-ONLY document.

Inserting a Table

A table will be placed in the centre section of the letter.

1 Scroll through the letter and read it to become familiar with it.
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Client Letter [Read-Only] - Microsoft Word

Dear Valued Client:

first paragraph.

With the end of the vear fast roaching, we == sjuistuis ST
December as a discount . There will be huge price reductions available on our entire product
range with special d for bulk purchases. We can also arrange finance for those wishing to take
advantage of t 1scounts now and pav later. I'm sure vou will find our terms very competitive.
Some of ¢ ecials on offer are:

(All prices include GST)

Please do not hesitate to contact our sales staff for advice on vour office, business, school or
personal computer use.
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W = VAEI= Client Letter [Read-Only] 3 Open the INSERT tab Of the RIBBON
. Home [nierl w References Mailings Tew A and CI'ck on the TABLE ICon.
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= I of the vear fast approaching, we are pleased to announce that we are setting aside
0 m’]:‘ L] a discount month. There will be huge price reductions available on our entire product
= EEEDDDDDDD wal deals for bulk purchases. Wer~
= the dIsa wandpayleer | 4 Drag across so that 4 columns are
3 I pecials on offer are: . .
; B metrabte. highlighted then drag down so that
I j Draw Table . .
& = 5 rows are highlighted.
& _E" Excel Spreadsheet
A E  Quick Tables
2 (All prices include GST)
IEi H92-00QE- Client Letter [Read-Only] - Microsoft Word
Home Insert Page Layout References Mailings Review View Add-Ins [ Design Layout

!ZI Header Row U_‘ First Column
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i:l Total Row I—_/ Last Column E E_ _E iEEEE E‘% 1pt
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Dear Valued Clieat: 5 When you click the mouse button a

4 x 5 table should be inserted.

With the end of the vear fast approachig
December as a discount month. ot
range with special deals for L 3 g : 2
advantage of th.e disgpueffts now and pay Ia.tex Im sure you \VII]. ﬁnd our temms very competm\e
Some of the spegie#® on offer are:

L I ) 1 A e I A I

i 14 L] LT Tl

(All prices include GST)

NOTE: COLUMNS are usually referred to by a letter, A, B, C, etc. ROWS
are referred to as numbers, 1, 2, 3, etc. The rectangles in the
TABLE are called CELLS and they are labelled with the COLUMN
then ROW labels. For example, the first cell is A1, the cell
directly below it is A2, the cell directly to the right of it is B1.

—
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6 Notice that the Ruler now has four
separate sections, one for each column,
each separated by COLUMN MARKERS.

o
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49 0605+
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Page Layout References Mailings Review View Add-Ins
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Client Letter [Read-Only] - Microsoft Word
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=2 Pen Calar ~

Draw Bori

Dear Valued Client:

With the end of the vear fast approaching, we are pleased to announce that we are setting aside
December as a discount month. There will be huge price reductions available on our entire product
range with special deals for bulk purchases. We can also arrange finance for those wishing to take
advantage of the discounts now and pay later. I'm sure vou will find our temms very competitive.
Some of the specials on offer are:

[ — f 7 At the moment the cursor isin
] COLUMN A (first column) so its indents
are displayed.

(All prices include GST)

NOTE: You can use the Ruler to adjust the indents for any column,
add TABS or alter the width of the column.

Adjusting the Column Widths

The first column will contain equipment names and, as such, it will need to be wider
than the other columns.
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Page Layout References Mailings Review View Ad 1 MOVQ the pointer Over the gridline

Client Letter [Read-Only] - Microsoft Word ‘ ‘ |

between COLUMNS A and B until it
changes to parallel lines with horizontal
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arrows and drag the gridline to the
right so that COLUMN A is 5.0 cm wide.
With the end of the vear fa;r approacyfing. we

December as a discount month. Thegf will be huge price reductions available on our entire product
range with special deals for bulk pyffhases. We can also amrange finance for those wishing to take
advantage of the discounts now gfd pay later. I'm sure vou will find our terms verv competitive.
Some of the specials on offer

Dear Valued Client:

| oI | |

(2 The width of the COLUMN B will be

reduced.

(All prices include
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WEHEH92-00E= Client Letter [Read-Only] - Microsoft Word | ‘
Home Insert Page Layout References Mailings Review View Add-Ins Design Layout
e T ——— . v = == = oz O~ =
A el 3 DEI j2ass ““E [E&SF ﬁ_“”ggce”* j 4[] Height: 048em 2 3T Distribute Row SEE Az |
[ View Gridlines 8 split Celis HEE — =
s Delete | Insert Insert Insert Insert AutoFit | =2 width: (405 cm = |||FF] Distribute Column Text Cell
|2 Properties *; Above Below Left Right ﬁSD“‘TENE - 2 L =l = = pirection Margins
- Iaule 71'-!:‘.:.-7: ,‘E},,‘_:'j,“!"‘”-' 'l llrerge JE!IWSJ;E j'",g,”,‘]‘e,”t,
[4] ¢ S O = I VN N S N N N S - S RS e S WU - [ T s VS s PR I, O T GRS - S G
I | Dear Valued Client:
@
= With the end of the vear fast approaching. we are pleased to announce that w\are \etting aside
& December as a discount menth. There will be huge price reductions available on o\en©Ne product
= range with special deals for bulk purchases. We can also arrange finance for those w to take
3 advantage of the discounts now and pay later. I'm sure you will find our terms very itive.
E Some of the specials on offer are:
(]
= (" 5 2
- 3 Highlight the COLUMNS B, C and
. D and click on the DISTRIBUTE
£ (All prices include

COLUMNS icon in the TABLE TOOLS -
LAYOUT tab.

[ NOTE:

Ruler and dragging the ‘bar’ to the required width.

left of the screen.

You can also adjust a column’s width by moving the pointer
over the centre ‘bar’ of the TABLE COLUMN MARKER in the

Row heights can be adjusted using the vertical Ruler at the

—

Entering Data into the Table

We are now ready to enter data into the table.

A The Headings

W H92-00E

Home Insert

I\Il3\|n|lz|h-u-w-10-1‘9-|-s-w-@'

lg setect~ B ‘fl HH ;a EEEdi sk S j 3] Height: 048 am
EﬂwewGr\nlmes ﬁsmn Cells

R Delete Insert Insert Insert Insert AutoFit | = \width: '4.05 o
(5 Properties - Above Below Left Right | g Split Table 5 s E . t
Table _Rows & Calumns 2l Merge quipmen

Page Layout References Mailings Review WView Add-Ins Design Lavout

Client Letter [Read-Only] - Microsoft Word | ‘

1 Click in cell A1 and enter:

O S e R - RS«
t 7 T

F

Dear Valued Client:

(2 Press the <tab> key to move the
~— cursor to cell B1 and enter:

Equipment Brand]

Brand
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WHd9-60Es
Home Insert
lg Select = *

[ View Gridlines | —
Delete

3 Properties

Table
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Client Letter [Read-Only] - Microsoft Word ‘ b ‘ |

. 15
.-i:jge Lay.out Refe.ren:es .M.ai\ings Ravi-ew View Ad 3 Press the <tab> key to move the Cursor
B8 o M0 B SN E el 4o cell €1 and enter:

Insert Insert Insert Insert AutoFit | — .
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cligws ecGaRmine | Meige . . Normal <ente r>

ey o N e T T W S - - S iy - W T B B

Dear Valued Client:

advantage of the discounts now and pay later. I'm sure vou will find our s verv competitive.
Some of the specials on offer are:

Equipment Brand Normal k December

Price Price ‘

N

4 Press the <tab> key to move the cursor

to cell D1 and enter:

December <enter>
Price

5 Highlight all of ROW 1 by clicking to
the left of it and and press CTRL+B to
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Page Layout References Mailings Review Tew Add-Ins Design Layout
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Dear Valued Cliegff
With the engfof the vear fast approaching, we are pleased to announce that we ardsetqng aside
Decembers a discount month. There will be huge price reductions available on our etgirdyproduct
# special deals for bulk purchases. We can also amrange finance for those wis o take
fage of the discounts now and pav later. I'm sure vou will find our temms verv co titive.
e of the specials on offer are:

set the text to BOLD.

Client Letter [Read-Only] - Microsoft Word

’ Equipment Brand (6 CI'Ck on the ALIGN BOTTOM CENTRE
icon in the ALIGNMENT group of the
TABLE TOOLS - LAYOUT tab.

NOTE:

—

ALIGN BOTTOM CENTRE places the text at the bottom of the
cell and horizontally centres it.

You can also highlight a ROW by dragging the I-BEAM across
the cells or by clicking on a cell and choosing SELECT ROW
from the SELECT icon in the TABLE TOOLS - LAYOUT tab.
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