Microsoft Word Tables Questions?

UNL Shared Computing Services Call 2-0585 for assistance

Tables in Microsoft Word

A table consists of rows and columns of cells that you can fill with text or graphics.

When you insert atable, it is displayed as a grid, each section of which isreferred to asa
cel. Text typed in the cells is formatted in the same way as other text. Y ou can format the
table by adding or deleting the lines around the cells and shading the background.
Columns and rows can aso have their width and height adjusted.

Tables are often used to organize and present information, but they can be used in a
variety of other ways aswell. You can use tables to align numbers in columns, and then
sort and perform calculations on them. Y ou can also use tables as a grid to assist in page
layouts by arranging text and graphics.
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Bordersand gridlines. By default, tables have a black ¥2-pt, single-line, solid-line
border. If you remove this border, you will still see the gridlines that form the cell
boundaries in light gray. Gridlines are not printed. If you would like to turn on or off
these gridlines, go to Table = Show/Hide Gridlines.

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 or graphics, 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 atable to layout a page, and you want to use another table to
present information, you can insert a nested table - atable within atable.

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 atable.
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Creating Tables

1. Place the cursor where you want to create a table.

2. Click Insert Table Ii on the standard toolbar.

3. Drag to select the number of rows and columns you want. When you release the
mouse button, your table will appear. Don’t worry if you dorit choose the correct
number of rows or columns, you can easily add additional rows and columns as
outlined below.

Navigate and Select

Y ou need to be able to select the cells, rows and columns you need to format your table
or insert and delete rows and columns.

To... Do this...
Select a cell Click the left edge of the cell {AW
Select a row Click to the left of the row,
just outside of the table
Select a column Click the column’s top gridline or border with the
down-pointing arrow

Select multiple cells, Click-and-drag across the cell, row, or column
rows, or columns

Select the entire table Click the table, then press [Alt][5] on the numeric keypad.
(NumLock must be off)

Move to the next cell Press [Tab] (When you are in the last cell of the last row, this will
create an additional row)

Move to the previous cell Press [Shift][Tab]

Y ou can also select rows, columns, or the entire table by clicking in the table and using
the Select commands on the Table menu.

Insert Rows or Columns

Select the same number of rows or columns as the number of rows or columns

you want to insert. Then, go to the menu bar and select Table = Insert...—> and the
option you want.

To add arow at the end of atable, click the last cell of the last row and press[Tab].

You can use Draw Table E to draw the row or column where you want.

Split a table
Y ou can enter a new line above any row in atable.
1. Podition the cursor in the row above which you want the paragraph mark to

appedr .
2. Press[Citrl][Shift][Enter]. When you do, Word splits your table and inserts a new

blank line.
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Create a Complex Table

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
Tableis similar to drawing a rectangle on graph paper.

1. Click where you want to create the table.

2. Click Draw Table E on the tables and borders toolbar. The pointer changes to
apencil.

3. To define the outer table boundaries, draw a rectangle. Then draw the column and
row lines inside the rectangle. Hold [ Ctrl] while you draw the table to
automatically apply text wrapping.

First... then... of... and =0 on...

N {1

+

4. Toerasealineor block of lines, click Eraser @ and then drag over the line.
5. When you finish creating the table, click a cell and start typing or insert a graphic.

Creating Tables Inside Other Tables

You can use Draw Table to create tables inside other tables, or nested tables. Nested
tables are particularly useful when you use atable to layout a page and then want to use a
table to present information — for example, if you use a table to lay out the Web page for
your department, you might want to insert in the layout a nested table illustrating the
department’ s quarterly earniﬁs.
1. Click Draw Table = | on the tables and borders toolbar. The pointer changes to
apencil.
2. Position the pencil in the cell where you want the nested table (or atable inside

another table).
3. Draw the new table. To define the table boundaries, draw arectangle. Then draw

the column and row lines inside the rectangle.
4. When you finish creating the nested table, click a cell, and start typing or insert a

graphic.

Creating Tables From Existing Information

Y ou can convert existing paragraphs of text to atable. You can also create atable from
an existing data source, such as a database or workshest.

Convert existing text to a table

When you convert text to atable, 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.
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1. Indicate where you want to divide text into columns by inserting the separator
characters you want (tabs, paragraphs, commas, etc.).

Select the text you want to convert.

GO to Table > Convert—=>Text to Table .

Under Separate text at, click the option for the separator character you want.
Select any other options you want.

abkhwd

Insert information from another data source into an existing document

By using a query to filter, sort, and select specific fields, you can get exactly the
information you want from the data source. To keep the datain your document up to date,
you can create a link to the data source. Whenever the data is changed in the source file,
Word can automatically update it in your document.

1. Inthe Word document, click where you want to insert the data.
B

2. Open the Database toolbar, and then click I nsert Database (To display
another toolbar, go to view—Toolbars. Choose the toolbar of your choice.)

3. Click [GetData].
If you want to use Word features to retrieve, sort, and filter the data: select a data
source, click [Open], and then continue on to step 5.
If you want to use Microsoft Query to retrieve, sort, and filter the data: click MS
Query, construct your query, and then skip ahead to step 6.

4. Click [Query Options], select the criteria you want, and then click [OK].

To customize the Word table formatting, click Table AutoFormat, Select the options

you want, and then click [OK].

Click [Insert Datal.

Under Insert Records, select the records to include in the Word table.

If you want to be able to update the data in the Word table when the source data

changes, select the Insert data as field check box.

7. Word inserts the data in the Word table as a DATABASE field, which is linked to
the source data. To update the field, click in the table and press [F9].

ISP

Converting tables to text

Text within atable can be converted back to normal text by going to
Table >Convert—>Table to Text, if for instance you decide that a table format is not the best

layout for the text.

Formatting Tables

Resize Cell, Rows, Columns and Tables

Resize atable
1. Rest the pointer on the table until the table resize handle appears on the lower-
right corner of the table.
2. Move the pointer to the resize handle until a double- headed resizing arrow
appears then drag the table boundary until the table is the size you want.
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Change the column width in a table
Rest the pointer on the column boundary you want to move until it becomes a two-

headed arrow *lI*, and then click-and-drag the boundary until the column is the width you
want.

Change column width to a specific measurement:
1. Click acdl in the column.
2. Goto Table 2 Table Properties, and then click the Column tab.
3. Choose the options you want.

Make columns automatically fit the Display column width measurements:
contents: 1. Click acell and then hold [Alt] as
1. Click atable, and then goto you drag the markers on the ruler.

Table = AutoFit—=>AutoFit to Contents.

Change the row height in atable
Rest the pointer on the row boundary you want to move until it becomes a two-headed
arrow =, and then drag the boundary.

Change row height to a specific Display row height measurements:
measurement: 1. Place the cursor in your table so
1. Click acell in the row. the table borders are visible on the
2. Goto Table 2> Table Properties. ruler bar.
3. Onthe Row tab, select the options 2. Hold [Alt] asyou drag the markers
you want. on theruler.

Make multiple rows or columns the same size

1. Select the columns or rows you want to make the same size.
2. (GO to Tools—AutoFit—Distribute Columns Evenly Of Distribute Rows Evenly.

Change the space between cells in a table
1. Click thetable.
2. Goto Table > Table Properties.
3. OntheTable tab, click Options.
4. Under Default cell spacing, select the Allow spacing between cells check box and
enter the measurement you want.

Table AutoFormat January February | March

Enhance your table by adding bordersand ~ Supply 100 200 300
filling cells with colors, patterns, or Demand 150 175 250

shading. You can also use the Table

AutoFormat command to quickly give your table a polished design.

Save time by using the Table AutoFormat to format your table for you. You have many
selections from simple, accounting to colorful. Once you have applied a table format, you
can still change individual parts of the table to suit your need.
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1. Select your table

2. Goto Table 2 Table AutoFormat...

3. Fromthe Formatslist, select the style you want. Asyou click on a style, the
preview area will show you what it will look like.

4. You can modify what formats will be applied by selecting Borders, Shading,
Font, Color, or Autofit (this will resize the columns and rows to fit the largest
entry).

5. Choose if any specia formatting will be applied to the Heading rows, Last row,

First column or Last column.

Click [0K] to apply the format.

If decide to remove al formatting, return to Table >Table AutoFormat... and select

(none) from the Formats list then click [OK].

N o

Borders and Shading

When you insert atable in Word, it automatically adds a border around the cellsin the
table. For many purposes, you may not want the borders or you may want to change
them.

To get rid of the borders, simply press [Ctrl][Alt][U] right after inserting the table. After
you insert the table, the insertion point is typically within a cell of the table. If it is not,
you should make sure you place the insertion point within the table before pressing
[Ctrl][Alt][U].

To change the border and/or shading for a cell, group of cells or the entire table:
1. Select the cells, rows or columns you want. (If you don’t select, Word will
assume you are formatting the entire table.)
2. Goto Format—>Borders and Shading ... Select the Border, Page Border or Shading
tab to make the changes you want.
Border - Change the settings, style, color, width and what area of the table to
apply the changes to.
Page Border - Add a border to the page.
Shading — Change the fill color, pattern and which area of the table to apply
the changes to.

Changing the Position of Text in a Table

Text Direction Text

By default, Microsoft Word aligns text horizontaly in table
cells, calouts, text boxes, or AutoShapes. Y ou can change
the text orientation so that the text is displayed vertically.

Text

1. Right-click the cell(s) to change and select Text Direction...
2. Choose the Direction option you want and click [OK].
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Cell Alignment

By default, Word aligns text in atable to the upper left of acell. 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).

1. Right-click the cell(s) to change and select Cell Alignment...
2. Choose the alignment option you want.

Horizontal Alignment

Left Center Right

Vertical Alignment

Top
Center
Bottom

Working with Long Tables

When you work with a very long table, it must be divided wherever a page break occurs.
Y ou 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 row, you can make the heading automatically appear at the top
of each page.

1. Place your cursor in the table.

2. GO to Table >Heading Rows Repeat.

Control Where the Table is Divided

By default, if a page break occurs within alarge row, Word alows a page bresk to divide
the row between the two pages. Y ou can prevent atable row from breaking across pages.
Y ou can aso force the table to break across pages at a particular place.

Prevent atable row from breaking across pages Break atable across pages
1. Click the table. 1. Click the row you want to
2. Goto Table = Table Properties, and then appear on the next page.
click the Row tab. 2. Press[Citrl][Enter] for a
3. Clear the Allow row to break across page break.

pages check box.

Using Tables as Spreadsheets

Y ou can use tables to perform some of the tasks you might use a spreadsheet for — for
example, you can sort table entries in aphabetical, numeric, or date order. Y ou can also
total arow or column of numbersin atable, as well as perform other calculations, such as
averaging.
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Sort Table Entries
1. Select the list or table you want to sort.

Department  Sales

2. (o to Table =Sort.
3. Select the sort options you want. ?:?o(il;\?n g igggg
- Candy 3,075
To sort a specific column or cell: Total 35575
Select the column or cells you want to sort. -
Go to Table = Sort.

Select the sort options you want.

Click Dptions].

Select the Sort column only check box.

agrwWNPE

Total a Row or Column of Numbers

Microsoft Word is aword processing program. It is designed to incorporate only afew of
the features of spreadsheets. If your column or row contains blank cells, Word will not
total the entire column or row. Y ou must type a zero in each blank cell to total the entire
row or column. If you need to do complex formulas, use Microsoft Excel and copy or
link the table into Word.

To quickly total arow or column of numbers, click the cell where you want the sum, and
then click AutoSum on the Tables and Borders toolbar.

If you change the referenced cells, you can update the calculation by selecting the cell(s)
with the formula and then press [F9].

Note: If you see codes between braces — for example, {=SUM(LEFT)} — instead of
the actual sum, Word is displaying field codes. To display the results, press [Shift][F9].

Other Calculations

1. Click the cell in which you want the result to appear.

2. Goto Table 2?Formula.

3. If Word proposes a formula that you do not want to use, delete it from the
Formula box.

4. |n the Paste function field, click afunction.

5. To reference the contents of atable cell, type the cell references in the parentheses
in the formula. For instance, to add the numbersin cells A1 and B4, the formula
would read =SUM al, b4)

6. Inthe Number format field, enter aformat for the numbers. For example, to
display the numbers as a decimal percentage, click 0.00%.

Note: Word inserts the result of the calculation as afield in the cell you selected. If you

change the referenced cells, you can update the calculation by selecting the field and then
press [F9] or right-click and select Update Field.
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Using Tables to Create Page Layouts

Y ou can use tables to create page layouts, such as side-by-side paragraphs in a résumé, or
to create text, graphics, and nested tables on a Web page.
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Tables can be used for displaying information in an easy-to-read format or you can use a
table as a grid for laying out your document.

Page 9 of 9



