Chapter

12

Using the Table Tools

Tables can be inserted into Google Documents. Basically, the TABLE is a simplified
spreadsheet that can be inserted anywhere in a 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.

Starting the Document
1 Load Google Docs or start a NEW DOCUMENT.

2 Enter the heading:
MAKE BELIEVE HIGH SCHOOL

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

Untitled document | nfo@get.com.au =
File Edit View Insett Format Tools Table Addons Help Saving. Commen ts

L 100% - Normal text -~ Arial - 4 - B 7F UA-coBH | E=== (8- |z-=-2= L 11 2

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

MAKE BELIEVE HIGH SCHOOL

Inserting the Table

Untitled document - I nlo@get com.ay -
File Edit View Insert Format Tools Table Add-ons Help Al changes saved Commen s

in Drive
= o AP 100% - Nermal toxt -~ Arfal - 1 - B I U A- co === = | [==|!

| 1 Position the cursor on the second
blank line after the heading.

MAKE BELIEVE HIGH
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Untitled document
File Edit View Insel

mat  Teols Table Add-ons Help  All changes saved in Drive

2

& e~ P % Image...
e Link..
T* Equation..
B Drawing...
Table

Footnote H+AlHF

() Special characters..

info@gct.com.au -
—

Display the INSERT menu and
highlight TABLE. Drag across 2 rows
and down 3 columns to select a 2 x
3 table, then click the mouse button.

Untitled document [ ]

File Edit View Insett Format Tools Table Addons Help All changes saved in Drive

oo AT 100% - Normaltext - H - B U

—

2

3

MAKE BELIEVE HIGH

info@get.com.au ~

A 2 x 3 table is inserted at the cursor
position.

Changing Column Widths

The widths of columns can be adjusted.

Untitled document [ ]

File Edit View Inset Format Tools Table Addons Help Al changes saved in Drive

(= alie | ? 100% - Normal text  ~ Arial 1 +~ | B I U A~ | oo

-

2 1 1 2 3 8 7 [] 100 11

info@get com.au ~

L |5 |5 %

MAKE BELIEVE HIGH SCHOOL

pd

Move the pointer over the border
at the centre of the table until the
pointer changes to a cross hair with
horizontal arrows.
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H Untitled document ] Gt coma = |
File Edit View Inset Format Tools Table Add-ons Help Al changes saved in Drive
i 2 Drag the border to the left so that
&= o AP 100% - Nermaltext - Arial L (S I I T e . Sl

T | ‘ COLUMN A is 4 cm wide.

3 COLUMN B is now much wider. l

Entering the Headings

The headings for the table will be entered in the top row.

Untitled document | info@get.com.au
File Edit View Inset Format Tools Table Addons Help All changes saved in Drive Comments
= o A P 100% - Normaltext - Aral - 1 - B J UA- e == = 1= c.iE.-EE K (LL 2

2 1 1 2 3 5 8 7 [] 8 (M0 | 4| 12

1 Clickin the top left cell and
enter:

MAKE BELIEVE HIGH SCHOOL

Yard Duty Roster

Yard Duty Roster

Untitled document ] info@gt com.
File Edit View Insert Format Tools Table Add-ons Help Al changes saved in Drive Comments
& e~ P 100% - Normaltext - Al - 1 - B I UA- oo B === 12 i=-=-28 ik 1 1 P

2 1 1 2 3 E 5 6 7 ] ] 100 [ 11 12 | ' 13 141 | 1151 [ 116 17)) 1481 [0 15

2 Press the <tab> key to move the

T —— cursor across to the next cell and
enter:

Yard Duty Roster 15 October 2015

15 October 2015
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Untitled document [ ] info@act.com.au
File Edit View Insert Format Tools Table Add-ons Help  All changes saved in Drive A

Dr
& e~ T 100% - Normaltext -~ Arial - 1 o~ ||Blr U A- so B === = |1

~

3 Highlight the contents of the two
cells by dragging the mouse across
them and set the text to 11 pt and

Yard Duty Roster 15 October 2015 BOLD.

-

MAKE BELIEVE HIGH SCHOOL

NOTE: Unfortunately, at this point in time, Google Docs does not allow you

to merge groups of cells into one cell, so the headings needed to be
entered over 2 cells.

Shading Cells
Cells within the table can be shaded.

1 The top two cells should still be highlighted.

2 Display the TABLE menu and select TABLE PROPERTIES.

Table properties

Table border Dimensions (centimeters)
H - Pt~ + Column width 12.409
Cell background colour Minimum row height

Cell padding 0.176

C 4 Mone

EEEn —
{1}

AN | EEEE =

%(— eft indent

janment

3 Inthe TABLE PROPERTIES dialogue
box click in the CELL BACKGROUND
COLOUR box, select a light colour
and select OK.
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