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            INTRODUCTION

          

        

      

    

    
      This book is part of the Easy Word 365 Essentials series of titles. These are targeted titles that are excerpted from the main Word 365 Essentials series and are focused on one specific topic.

      If you want a more general introduction to Word, then you should check out the Word 365 Essentials titles instead. In this case, Intermediate Word 365 which covers not only tables but track changes, multilevel lists, styles, breaks, and more.

      But if all you want to learn is how to create and format tables in Word, then this is the book for you.

    

  


  
    
      
        
          
          

          
            TABLES

          

        

      

    

    
      When I was in a corporate job we used tables all the time, so this is one that’s definitely worth mastering. But if you really want to be good with tables you not only need to be able to insert them into a document, you need to format them properly, too, so this is going to be a long chapter.

      

      
        
        Insert

      

      

      To insert a table, go to the Insert tab and click on the dropdown for Table in the Tables section:

      
        
          [image: Tables dropdown]
        

      

      Under that Insert Table section, you can hold your mouse over the number of rows and columns you want in your table and Word will draw that for you in the document. Like so:

      
        
          [image: Choosing number of columns and rows using the grid]
        

      

      Click to insert the table.

      Don’t worry so much about the number of rows, but it is nice to start with the proper number of columns. (To add new rows to a table you can just go to the last cell in the table and use the Tab key and Word will add another row, so especially if you’re directly entering the values in the table, the number of rows is easy to fix as needed.)

      If you click on Insert Table in that dropdown instead, it will open the Insert Table dialogue box which lets you specify a number for columns and rows and also specify the AutoFit behavior for the table (fixed width, fit to contents, fit to window).

      
        
          [image: Insert Table dialogue box]
        

      

      Another option is the Draw Table option, which is located in that same dropdown menu. It basically lets you left-click and drag to place a rectangle and then left-click and drag to draw lines within it, but I never use that option myself.

      The Quick Tables option is another one I don’t use. It inserts a pre-formatted table template.

      The Excel Spreadsheet option will embed a working Excel spreadsheet into your document that displays as a table. When you’re working in that one, your interface up top will actually be the Excel interface. But when you click away it will look like an ordinary table. Double-click on the table to get back into the Excel interface.

      For working with calculations, the Excel Spreadsheet option is probably a better choice than trying to work directly in Word, but all of your formatting of that table will have to happen in the Excel interface, because once you close the interface Word will treat the table as a picture that can’t be formatted or edited.

      For this book we’re just going to stick to a basic table.

      When you insert a normal table in Word, you will see two new tabs appear at the top of the workspace, Table Design and Layout. There are a number of formatting choices you can make there, but first I just want to talk about a basic table using the Home tab options.

      Here I’ve inserted a table in my document:

      
        
          [image: Inserted table]
        

      

      Now let’s walk through how to add text and format that table.

      

      
        
        Add Text

      

      

      To input text into the table, you can click into a cell and type. Use the Tab key to move to the next cell in a row or Shift + Tab to move back one cell. If you’re at the end of a row, it will move you to the next cell on the row below or above, depending on which direction you were moving.

      If you have data to paste into your table, select all of the cells in the table first that will contain that data and then paste (Ctrl + V or one of the paste special options). If you don’t select cells first, the data will all paste into that one cell where your cursor was. If you select less than the required number of cells, only the data for those cells will paste in. If you select too many cells, the data will paste in more than once to fill the selected number of cells.

      

      
        
        Delete Text

      

      

      To delete the text in a specific cell, select that text and then use the Backspace or Delete key. If you need to delete text in more than one cell at a time, use the Delete key.

      If you select text in more than one cell or select an entire cell and try to use the Backspace key, Excel will want to also delete the cell not just the text. You’ll see a Delete Cells dialogue box appear. You can close that box if that wasn’t your intent, or choose one of the listed options if that was what you wanted to do.

      

      
        
        Delete Contents of Table

      

      

      To delete the contents of the entire table, click on the white box with four arrows in the top left corner of the table and then use the Delete key.

      

      
        
        Delete Table

      

      

      To delete the entire table, click on the white box with four arrows in the top left corner of the table and then use the Backspace key.

      You can also use Cut once the table is selected or go to the Rows & Columns section of the table Layout tab, use the Delete dropdown menu, and choose Delete Table.

      

      
        
        Format Text

      

      

      You can format any text in a table just like you would other text. Select the cell(s) you want to format and then use the Font section of the Home tab or Ctrl shortcuts to apply your formatting. There are also alignment and text direction options in the Alignment section of the Layout tab.

      

      
        
        Shading

      

      

      One type of formatting that we didn’t discuss in Word 365 for Beginners is Shading. That’s because I usually only use it for tables. I like to have the first row of a table use a shaded background behind my text. Like so:

      
        
          [image: Table with shaded top row]
        

      

      That lets me distinguish my labels from my data.

      To apply shading, select those cell(s), and then go to the Paragraph section of the Home tab. The Shading option is in the bottom row on the right-hand side. It looks like a paint bucket tilted to the right.

      
        
          [image: Shading menu option]
        

      

      Click on the dropdown arrow to see the available color choices:

      
        
          [image: Shading dropdown menu]
        

      

      There are seventy colors there to choose from, but if you need a different color you can click on More Colors to open the Color dialogue box. The No Color option is what to use to remove shading from your selected cell(s).

      There is also a Shading option in the Table Styles section of the Table Design tab as well as in the mini formatting menu.

      

      
        
        Borders

      

      

      By default, when you insert a table in Word it will have a border around all four sides of each cell. If you want to remove or edit the style of one of those borders, you can use the Borders dropdown in the Paragraph section of the Home tab:

      
        
          [image: Borders dropdown]
        

      

      The borders that are currently applied to the table will be shaded in gray. The borders that are not currently in use will be unshaded. Hold your mouse over each option to see what the table will look like if that border is removed or added. Click to apply that change.

      If you click on the Borders and Shading option at the bottom of the dropdown menu, that will open the Borders and Shading dialogue box which will let you change the line width, style, or color. Make those changes before applying new borders to your table.

      Choose the Custom setting and use the Preview section to choose which lines to change if you want to use more than one line style, width, or color in your table at a time.

      
        
          [image: Borders and Shading dialogue box]
        

      

      You can also select just a subset of the cells in the table to format those differently if needed, like I did here for the top row of this table which needed a different cell border than the main cells in the table:

      
        
          [image: Formatted table]
        

      

      The Table Design tab also has a Borders section where you can choose your line style, line weight, and line color. If you make all of your selections there, you can then use the Border Painter and click on individual lines within your table to change their formatting:

      
        
          [image: Border Painter menu option]
        

      

      There is also a Borders dropdown menu there, but if you want to use it be sure to select the whole table or the cells you want to format first before making your selection.

      You can also right-click on your table and choose Border Styles from the dropdown menu there to choose from a selection of twenty-one line styles which you can then apply one cell border at a time by clicking on the cell border.

      

      
        
        Column Width

      

      

      To manually adjust the width of a column in a table, left-click on the right-hand or left-hand border for that column and then hold that left-click and drag:

      
        
          [image: Resize column with click and drag]
        

      

      (If you have your cursor positioned in the right spot it will turn into two vertical lines with arrows pointing in either direction.)

      If you click and drag in the direction of another column, it will also change the width of the neighboring column so that the total width of the two columns combined remains the same. If you click and drag from the outer perimeter of the first or last column in the table, it will change the overall width of the table.

      You can also right-click and choose to Distribute Columns Evenly or you can click on Distribute Columns in the Cell Size section of the Layout tab if you want all of your columns to be the same width.

      Another option is to right-click on the column and choose Table Properties from the dropdown menu. Go to the Column tab and choose a new value for the Preferred Width of that column.

      Or you can go to the table Layout tab and change the value for Width under Cell Size.

      Both of those last two options will change the overall width of the table as well.

      I will often combine the left-click and drag option on the first or last column to change the overall width of the table and then use that Distribute Columns option to fix the width of the columns based on the new table width.

      

      
        
        Row Height

      

      

      As you type text into a cell in Word the height of that row will automatically adjust so that all of the text is visible. (See image below for an example.) It is not possible to change a row height to hide any text in
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          [image: Rows & Columns section of the table Layout tab]
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          [image: Delete Cells dialogue box]
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