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Inserting a table — plus all related tips on the table

Microsoft Word

This would be the quickest way of inserting a table.
1. One click in the location where you wish to insert a table

2. Click the Insert tab > Table.
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3. Move the mouse down and across the drop-down table grid to create the desired size of your table.
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4. Left click the mouse when X x Y table indicates your number of rows and columns.

5. Atable is inserted.
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Inserting columns or rows

1. Put your cursor in the cell where you want to insert a column or row.

2. Table Tools> Layout> Insert Below/Insert Right/Insert Above/Insert Right
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Alternatively you can right click in the table where you want to insert columns or rows
1. Select a cell in the table where you wish to insert a column or row
2. Right click and go to Insert

3. Choose from the available options
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Additional Actions >

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

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.

Page 2 of 11



Yot

X
o Massey University

Information Commons - IT Help Sheet

Deleting columns / rows or tables

1. Click in the table for the position of row or columns to delete

2. Table Tools >Layout
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3. Click on Delete

4. Select a option from the drop down box

WE5- 0T = P —

Home Insert Page Layout References Mailings Review View Design Layout
= . === — o7
NEElEEE L EE EERERE Y
HEE . -
Select  View Properties te| Insert Insert Insert Insert | Merge Split  Split | AutoFit fW\dth: 32Eem L uJDIEtI’IbutE Columns Text Cell Sort Repeat  Convert Formula
- Gridlines am RS R MW ght | Ccli Cells Table - =1 =l = pirection Margins Header Rows to Text
Table B |35 pelete Cells... | . 5 Merge Cell Size n Alignment Data
: #' Delete Columns J":I‘I"!'I‘Ax\u-«u‘s- - 6[#E] - 7 - 8 . ~ 9 - [E[10 - 1 11 - 1 - 12 [B] 1 14 - 15 - 1 JEE- 17 - 1B -
: =" Delete Rows =
m | L[d DeleteTable :
= .
S ssssssmEEEEEn

Merge Cells

1. Highlight the cells that you want to combine together

2. Table Tools > Layout (or RIGHT click on the selected area) > M&rge Cells
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Merge the selected cells into one
cell.

3. Two cells are merged
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Split Cells

1. Putyour cursor in the cell that you want to split
L
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2. Table Tools > Layout (or, RIGHT click on the cell that you want to sght’) > Split Cells
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3. Decide how many rows or columns you wish to create from the one cell > Click OK
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4. One cell is now divided into two columns.

Split Table

1. Putyour cursor in the table where you want to start the second table

This is where you —:' s
wish to split the et
table.

Page 4 of 11



%@; Massey University

Information Commons - IT Help Sheet

2. Table Tools > Layout > Split Table
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Split the table into two tables.

The selected row will become the
first row of the new table.

3. The table is now divided to two tables.

Moving / Resizing a Table
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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
+ + P | ]
el O
A‘- - .,A + ‘_
.‘ -+ : *a :l‘

2. Use this to adjust the row / column
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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 pointg—p>

Adjusting table column. Adjusting table row.
e,
o 3
SR -
v D
fhm Table Column
1St 2nd 3rd
column  column column
/_A_X A A
mﬁ-lE-I-EM-I-4-1-5-I-E-I-?-l-S-I-B-I-h-
1% row - MNo. Name Description
o - 1. Apple The apple is a tree and its pomaceous fruit. The fruit
27 row : .
- matures in Autumn
. 2. Elephant | Elephants are mammals, and the largest land
3" row < B animals alive today. The elephants gestation period
is 22 months, the longest of any land animal.
r 3. Cricket Cricket has been an established team sport for
47 row - several centuries. It originated in its modern form in
e England and is popular mainly in the present and
L former members of the Commonwealth.
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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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.

The other columns move when

This column is resized. = € —————— resizing column width. —
Unit A | B c D E
Unit 1
Unit 2
Unit 3

1. Highlight rows or columns that you wish to resize to the same width

s
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.

A

Select the column by clicking its top gridline or top border

2. Perform one of the following:
e Right click on the shadow part > Distribute Columns Evenly

e Table Tools > Distribute Columns

3. Done

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

—~

Columns A — E have the same width.
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Table cell alignment

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

Ma. Marme Description

1. Apple The appleisatree and its pomaceous fruit. The fruit
ratures in Autumn.

2. Elephant Elephants are mnammals, and the largestland animal s live

today. The elephants gestation periodis 22 months, the
longestof any land animal.

3. Cricket Cricket bhas been anestablishedteam sportfor several
centuries. [t originated inits modern form in England and is
popular mainly inthe present and former members of the
Commonwealth.

2. RIGHT click on the highlighted cells > Cell Alignment > Choose the alignment you wish.

Calibri =10 - J&: A &v j
sfs B J =% A -5 s5 = -
Ma. Marme — _| A
1. Apple ' :e and its pomaceous fruit. The fruit
pp % cut p
mh.
2. Elephant =3 Lopy ammals, and the largestland animals live
& Paste ants gestation periodis 22 manths, the
Insert , hd animal.
= Cricket MaE anestablishedteam sportfor several
Delete Cells.. inatedinits modern formin England andis
T3 Merge Cells nthe present and former members of the
L Borders and Shading...
I} Text Direction...
—_— Cell Slignment -
L
AutoFit -
L
4 | Tahle Properties.., .

Centred-centre Top entre

Top Left Top Right

Centre Left

I _¢|_¢

Centre Right

Bottom Left Bottom Right

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

Ma. Mame

Description

1. apple

The appleis atree and its pomaceous fruit. The fruit
rnatures inAutumn.

2. Elephant

Elephants are mammals, and the largestland animals live
today.The elephants gestation periodis 22 months, the
longest of any land animal.

3. Cricket

Crickethas been anestablished team sportfor several
centuries. It originated inits maodern form in Englandandis
popularmainly inthe present and former members of the
Commorwealth,

Converting text to table

Information Commons - IT Help Sheet

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

First, Last, Aaddress, City, State, Xip

lulia, Rosenberger, 1462 . Trolley 5, Moonwille, C&, 31239
Fred, Doss, 139 Marth Carey Avenue, Chipato, MD, 34957
Bubba, lones, 55 Grizzly Peak Rd, Butte, FT, 59501
Suzanna, Ortex, 2817 Milton Dr, Albuguergue, MR, 87110
Tia, Horcana 89, Chiaroscuro Rd, Portland, QR 27219
loseph, Grano, 722 Dainci Blvd, Kirkland, wia, 98034

Army, Fandagel, 2743 Bering 3t, Anchorage, AK, 95505

2. Insert >Table > Convert Text to Table

(w]|
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=1 Quick Tables

Convert Text to Table

Separate the contents of one Excel
cell into separate columns.

For example, you can separate a

3d| column of full names into separate
first and last name columns,

Page 9 of 11



'Massey University

Information Commons - IT Help Sheet

3. Set the table information up > Click OK

Convert Text to Table
Table size
Mumber of columns: & ==
AutoFit behavior
(%) Fixed column width: | Auto ==
O AukoFiE ko contents
() AukaFit ko window
Separate text at “.- -l... .
(:)Earagraphs: G} Commas : Tlp: .
O Tabs Yoaemnt® Choose Commas for this example because the address
list above is separated with commas.
I Ok l[ Cancel
4. Done!
+
First Last Address City State Xip
Iulia Rosenberger 1462w Tralley | Moonwille e, 312349
st
Fred Dioss 139 Morth Chipato D 34987
Carey Avenue
Bubba Jones 55 Grizzly Peak Butte AT 59301
Rd
fuzanna Cirtes 2817 Milton Dr | Albuguergue 1% 47110
Tia Haorcana 89 ChiaroscuroRd | Portland QR97219
loseph Grano 722 Davinci Kirkland W 93034
Blvd
Ay Fandagel 2743 Bering 5t Anchaorage Ak 95508

Another example:
You have a list of first and last names, and wish to put them into a table.

1. Highlight text

Diango Reinhardt
loe Wraven

Brian Sutton
Alison Brown
Chris Thile
Dalefnn Bradley
Sam Bush
Stephane Gapelli
lonLuc Ponte
David Grier
Darol Anger
Mike Marshall
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-,

-
Convert Text to Table E]
Table size
Kumber of calumns: z &
AukoFit behavior
(%) Fixed column width: | Auto 2
{:} AutaFik bo conkents
() AutoFit o windows
Separate texk ak .
Tip:
O Paragraphs O Ccummas;‘...‘ Put one space (press SPACE key) because names above
o
() Tahs (&) other:s 3 are separated with a space between first name and last
M name.
[ Ik ] Cancel
Done!
Diango Reinhardt
Joe Yraven
Brian Sutton
Alison Brown
Chris Thile
Dalefnn Bradley
Sam Bush
Stephane Gapelli
JonLuc Fonte
David Grier
Darol Anger
ke kAarshall

Converting table to text

You can do the opposite when you convert a table to text.

1.

2.

3.

Highlight a table
Table Tools > Layout > Convert to text

Set the separate text option > Click OK

Convert Table To Text

Separate kexk wikth
() Paragraph marks

() Tabs

{:!' Commag e == ..‘

L 2
(®) Others x

’0.."

[ 4 ] [ Cancel

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.

Page 11 of 11



	Inserting columns or rows
	Deleting columns / rows or tables
	Merge Cells
	Split Cells
	Split Table
	Moving / Resizing a Table
	Resizing a column / row
	Distribute rows / columns evenly
	Table cell alignment
	Converting text to table
	Converting table to text

