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Inserting a table 
 

Microsoft Word 2003 
 
This is the quickest way of inserting a table. 
 
1. Click in the location where you wish to insert a table 
 
2. Click Insert Table. 
 

 
 
3. Click and drag the mouse down and across the drop-down table grid to create the desired size of your table. 

 

 
 
 

4. Release the mouse when X x Y table indicates your number of rows and columns. 
 
5. A table is inserted. 
 

    
    
    

 
 
Here is another way of inserting a table from the menu. 
 

1. Table > Insert > Table 
 

 
 
 

If you want a table that is bigger 
than the pop-up window, just keep 
dragging your mouse, the window 
will enlarge. 
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2. Type the number of columns / rows that you want a table to be. > Click OK 

 

 
 

3. A table is created. 
 

     
     

 
 

Inserting columns or rows 
1. Put your cursor in the cell where you want to insert a column or row. 
2. Table > Insert > Columns to the Left/Right or Rows Above/Below 
 

 
 
 

Tip: To quickly add a row at the end of a table, click the last cell of the last row > press the Tab key. 

 
Type your table size 

Tip: Multiple rows / columns at once 
 
If you wish to insert several rows at once, select that number of rows from the existing rows before, 
then insert as in step 2 above. 
 
Perform similar task for columns. 
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Deleting columns or rows  
1. Click in the table for the position of row or columns to delete 
2. Table > Rows or Columns 
 

 
 

Deleting a table 
1. Click in any cell of the table that you want to delete 
2. Table > Delete > Table 
 

 
 

Merge Cells 
1. Highlight the cells that you want to combine together 
 

 
 
 

2. Table (or RIGHT click on the shadow part) > Merge Cells 
 

 
 
 
3. Two cells are merged 
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Split Cells 
1. Put your cursor in the cell that you want to split 
 

  
  

 
 
2. Table (or, RIGHT click on the cell that you want to split ) > Split Cells 
 

 
 
3. Decide how many rows or columns you wish to create from the one cell > Click OK 
 

 
 
 

4. One cell is now divided into two columns. 
 

   
  

 

Split Table 
1. Put your cursor in the table where you want to start the second table 
 

    
    
    
    
    
    
    

 

Type your table size 

    

This is where you wish 
to split the table. 
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2. Table > Split Table 
 

 
 
 
3. The table is now divided to two tables. 
 

    
    
    

 
    
    
    
    

 
 

Moving / Resizing a Table 
 
 
 
 
 
 
 
 
 

Resizing a column / row 
1. Mouse over your table and watch how your cursor changes. As you move over the row or column border you will turn 

into a double arrow. 
 

Mouse over on the column border Mouse over on the row border 

  

 
2. Use this to adjust the row / column 
 

The table move 
handle moves the 
whole table around 
on the page. 

The table resize 
handle resizes the 
whole table 
proportionally. 
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Alternatively, you can adjust the size of row / column by using ruler. 
 
1. Mouse over the row / column adjusters in the ruler. 
2. Adjust the width and height when the cursor changes to resizing pointer >> 
 

Adjusting table column. Adjusting table row. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Distribute rows / columns evenly 
When resizing, the rest of the columns also move.   Have you found it annoying?  The table below is an example of how to 
make column A-E widths even. 
 
 
 
 
 
 
 
 
 
 
 

Unit A B C D E 
Unit 1      
Unit 2      
Unit 3      

This column is resized. 

The other columns move when 
resizing column width. 

1st row 

2nd row 

3rd row 

4th row 

1st 
column 

2nd 
column 

3rd 
column 

Tips 
 When adjusting row height with the ruler, only the row border you move will change size. 
 When adjusting row height with the ruler, you have to be in Print Layout view. (View > Print 

Layout) 
 If you don’t see the ruler, View > Ruler 
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1. Highlight rows or columns that you wish to resize to the same width 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. Perform one of the following: 

 
• Right click on the shadow part > Distribute Columns Evenly 
• Table > Auto Fit > Distribute Columns Evenly 
• Click on the Distribute Columns Evenly button on the Tables and Borders toolbar if it is displayed. 

 
  
3. Done 
 
 
 
 
 
 
 
 
 
 
 
 
 

Table cell alignment 
1. Select cells that you wish to format the cell alignment. 

 

 
 

Unit A B C D E 
Unit 1      
Unit 2      
Unit 3      

Tip: Where should your mouse cursor be? - Selecting row / column 
 
Select the row by clicking its left margin. 
 

 
 
Select the column by clicking its top gridline or top border 
 

 

Columns A – E have the same width. 
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2. RIGHT click on the highlighted cells > Cell Alignment > Choose the alignment you wish. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. Done (Centred-Centre and Left centre for this example). 
 
 

No. Name Description 

1. Apple 
The apple is a tree and its pomaceous 
fruit. The fruit matures is in Autumn. 

2. Elephant 

Elephants are mammals, and the largest 
land animals alive today.  The elephant’s 
gestation period is 22 months, the 
longest of any land animal. 

3. Cricket 

Cricket has been an established team 
sport for several centuries.  It originated 
in its modern form in England and is 
popular mainly in the present and 
former members of the Commonwealth. 

 

Top Centre  Centred-centre 

Top Left  

Centre Left  

Bottom Left  Bottom Right  

Centre Right  

Top Right  

Bottom Centre  
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Converting text to table 
You can convert text to a table. However a comma, paragraph marker, or tab will be required to separate the text into 
columns. 
 
1. Highlight text that you wish to put into a table 
 

 
 
2. Table > Convert > Text to Table 
 

 
 
 
3. Set the table information up > Click OK 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Tip:  
Choose Commas for this example because the address 
list above is separated with commas.  
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4. Done! 
 

 
 

 
Another example: 
You have a list of first and last names, and wish to put them into a table. 
 
1. Highlight text 
 
 
 
 
 
 
 
 
 
 
 
 
2. Set the table information up > Click OK 
 
 
 
 
 
 

Tip: 
Put one space (press SPACE key) because names above 
are separated with a space between first name and last 
name. 
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3. Done! 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Converting table to text 
You can do the opposite when you convert a table to text. 
 
1. Highlight a table 
 
2. Table > Convert table to text 
 
3. Set the separate text option > Click OK 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

e.g. 
You can choose Other and press one SPACE key so your text will 
be separated with one space after converting a table to text. 
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