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Tables

You can use tables in your documents to arrange text
and data neatly in a grid, organized by columns and
rows. Once you’ve entered information into a table,
you can style a table to stand out on the page or sort a
table’s contents alphabetically or numerically.

In this module, you’ll learn how to create tables from
scratch or from existing text. You’ll also learn how to
change a table’s size, position, and style, as well as how
to sort a table’s contents.

Objectives

Create Tables

Convert Tables

Resize Rows and Columns
Table Styles

Table Borders and Shading
Position a Table

Cell Alignment and Margins
Merge and Split Cells

Sort a Table

Row Headers and Page Breaks

© 2025 CustomGuide, Inc.
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Create Tables

Tables are very useful tools when creating and formatting documents. For example, with a table you can:

e Align Text, Numbers, and Graphics: Many people prefer to use tables for alignment instead of tab
stops because text can wrap to multiple lines in a table.

e Create a Form: You can use tables to store lists of telephone numbers, clients, and employee
rosters.

e Share Information: You can use tables to share information between programs. For example, you
can copy and paste a table’s information into a Microsoft Excel worksheet or Access database.

e Create a Publication: Tables make it easier to create calendars, brochures, business cards, and many
other publications.

Insert a Table

To create a table, you must first determine how many columns (which run up and down) and rows (which
run left to right) you want to appear in your table. Cells are small, rectangular boxes where the rows and
columns intersect. The number of columns and rows determines the number of cells in a table.

o Click the Insert tab. 01-create-tables Kayla Claypoal
. File Hyne m Design Layout References Mailings Review View Help 2O Tellmey [t =

e Click the Table button. alE| (o | B2 |2l g =] & | (o] [[4] [0
e Use the grld to select how Fﬂ?ES Ta'b\e \llustrft\uns Du‘(tuarr:Ent ?:Sd'— ?"n;:; Lir:ks Comment HFE:udt:rf Txixt Sym'bn\s

many CO|UmnS and rows you’d Insert Table Media Comments ~

. (o :

like. o

1 O very busy and productive month for Bon Voyage. New
The ta b|e Wlth the specified gg%%g%%gg% rcent from last April. -Flight delays were minimal—Bon
b f rows ¥ nd Colu mns is EnnEREEEEE one customer complaint because of a delay.
number q 0 o [

oog|
OOo000gg0Djrsies

ge will introduce our new 7-day “Classic Las Vegas™
get to experience the Las Vegas of yesterday.
be in the famous Gold Nugget hotel, located on historic

inserted.

Insert Table.

=
o Enter your content into your E"i DrewTeble
5|

newly created table.

{1 Excel Spreadsheet

Bl QuickTables 3
You can use the arrow keys to navigate
from cell to cell as you type. You can
also press the Tab key to move to the
neXt Ce”. Page1of1 7144words [[2  English United States) B B - '] + 90% :
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Add a Row or Column

You can add more columns and rows to a table after you’ve inserted it. This way, you’re not trapped using a
fixed structure if you need to add more data later.

o Select a cell in a row or column e O1-creste-tables " Kayla Claypool
adjacent to Where you wa nt File Home Insert Draw Desigr Layout Refere Mailini Review View Help Design Layout O Tellmer = =
elect = raw Table nsert Below o Doz p =
the new row or column ¢ e oot | ]| B B | ) | o Q) B | (@
EF view Gridlines [ Eraser Deletd | insert H Insert Left Merge v 218 = Alignment | Data
inserted. B Properties ~ | | Above [ Insert Right - S AutoFit - - -
Table Draw Rows & Columns Cell Size N -~
e Click the Layout tab in the :
. The Menth in Review
Ta ble TOOIS rlbbon group. April turned out to be a very busy@iid productive month for Bon Voyage. New
business was up 34 percent from last April. Flight delays were minimal—Bon
o Click one of the Insert buttons Voyage received only one customer complaint because of a delay.
in the Rows & Columns group. Classic Las Vegas Excursion

Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas”
Excursion. Guests will get to experience the Las Vegas of yesterday.

YOU can insert a row abOVe or beIOW Accommodations will be in the famous Gold Nugget hotel, located on historic
F Street.
the selected cell’s row, or a column to § reemeglp
the left or right of the selected cell’s Excursion Length Standard Loyalty
7-day $2,500 $2,000
column. 5-day $1,700 $1,400
3-day $1,000 5850

Tip: Hover your mouse above the line
between columns, or to the left of the raos 1o N vl [ e st 5] Ep— e
line between rows, and click the +

button that appears to quickly add a

new column or row.

© 2025 CustomGuide, Inc. 11



Delete a Row or Column

You can delete rows and columns that you don’t want, in case you made a table that was bigger than you

needed.

o Select a cell in a row or column
you want to delete.

e Click the Delete button on the
Layout tab (in the Table Tools
ribbon group).

Here, you have the option to
delete the specific cell, the
column or row the selected cell
is in, or the entire table.

o Select one of the options.

If you decide to delete only the
selected cell, you can choose how to
move the rest of the cells around to fill
the gap. You can shift the rest of the
row’s cells to the left or shift the rest of
the column'’s cells up.

01-create-tables

. Kayla Claypoaol

File Home Insert Draw Desigr Layout Refere Mailini Review View Help Design Layout © Tellmer = =

I Select~ E%DrawTab\e @ % EfnsertBelow | £3| | 1027 olod = &
- =1, =
EH View Gridlines | [ Erasd A [— EH Insert Left Merge | ©3 216 B | migament | Data
E& Properties B Above HE Insert Right - S AutofFit - < <
Table Draw g;}: Delete Cells... I} Cell Size T ~
leu Delete Columns =
The MonthinReva, . .
April turned out t productive month for Bon Voyage. New
% Delete Table
business was up I pereeerronrasenpril. Flight delays were minimal—Bon
Voyage received only one customer complaint because of a delay.
Classic Las Vegas Excursion
Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas”
Excursion. Guests will get to experience the Las Vegas of yesterday.
Accommodations will be in the famous Gold Nugget hotel, located on historic
Freemont Street.
[5]
Excursion Length Standard Loyalty
7-day $2,500 $2,000
5-day $1,700 $1,400
3-day $1,000 $850
Page1of1 157Twords [  English (United States) ] B - 1 + 90%
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Convert Tables

You don’t need to create a table from scratch every time. You can convert a selection of existing text into a

table, as long as it’s properly formatted. You ca

n also convert an existing table into regular text, in case you

want to keep the data but don’t need it in a table.

Convert Text to Tables

If you have a lot of text already formatted prop

Select the text and make sure

it’s properly formatted. Rz
B
Word will insert a new column —

when a tab character is found,
so make sure that columns are
separated by tabs.

Click the Insert tab.
Click the Table button.

Select Convert Text to Table.

DO

If the text was formatted right,
some of the options in this
dialog box should already be
filled in. Otherwise, set the
number of columns and rows,

Page 10f 1

erly, you can quickly turn it into a table.

02-convert-tables Kayla Claypooal [} —
APine  Insert g Design Layout References Mailings Review View Help 2 Tellme = =
2 ol — | [ B
EH| = [ |2 i3 1 | [B] [[«]] [
Table | MNustrations | Document = Add- Online Links Comment | Header & Text Symbols
- M Item ins = Video 2 Footer~ @ <
Insert Table Media Comments -~

5 o o o [ i )

DO E EEE E L ge will introduce our new 7-day “Classic Las Vegas”™
DR EEEELIE get to experience the Las Vegas of yesterday.
COEEAEAEEEEE be in the famous Gold Nugget hotel, located on historic
0 5 [ | [ S [

(S
INEENEEEEE Length Luxury Standard  Loyalty
@ Insert Table... 55,000 54,000 53,500
Bl Draw Tsble $2,000  $1,000 5850
GH Conyert Text to Table... $3,000 $2,000 $1,600
ER Excel Spreadsheet 56,000 45,000 54,500
B Quick Tables v $2,700 51,700 $1,400
Paris 5-day 54,400 $3,400 $3,000
Beijing 7-day $8,000 $7,000 $6,500
las Vegas 7-day 53,500 $2,500 £2,000
Paris 7-day $6,000 $5,000 $4,500
197words [  English [United States) ] B - 1 + 90%

and how to separate the text
into columns.

(Optional) Customize AutoFit

Document

Kayla Claypaal

beha\nor File Home Insert Draw Design Layout References Mailings Review View Help © Tellme a3 =
e| [N | 22 [[2)] eg|[=)] 3 | (E) ()| [
You can choose whether to Set | foe | Taoe | iusietons | socument | Add- | onine | Unke | Comment | Headers  Tet | symbols
. . T - N Item ins~ Video - Footer = - -
a fixed column width, e o .
. . Convert Text to Table ? x —
aUtomatlca“y flt the COIUmnS Classic Las Vegas Excurs Table size
to the content, or Next month Bon Voyage  number of columns: 5 +| [clas Vegas”
. '_ Excursion. Guests will 88 jumber of rows: 20 = erday.
automatlca“y fit the table to Accommodations will befy— s cated on historic
the page or window. Freemont Street, @® Fixed column width: |Auto o
et o L ) AutoFit to contents ;
. ocation cursion alty
G CI|Ck OK' Beijing 3 day SOA:tntFl:ttotwmgnw o
eparate text a
Las—\fegas al () paragraphs  (O) Commas o
i H 5 ity @) Tabs O other. - i
The selected text is automatically Beling  S-day : e 00
H Las Vegas 5-day “ Znd 100
turned into a table. Py . — ]l
Beijing  7-day $8,000 7,000 56,500
las Vegas 7-day 53,500 2,500 $2,000
Paris 7-day 56,000 55,000 $4,500
Page1of1 197words [} English (United States) B B - 1 + 90%
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Convert Table to Text

You can also convert an existing table back into plain text. This frees up the text from the table, so that you
can keep the table’s data without the strict table formatting.

With the table selected, click
the Layout tab.

Expand the Data group, if
necessary.

Click the Convert to Text
button.

Choose how you want the cells
separated.

You can separate the columns
with new paragraph marks,
tabs, or commas. You could
also specify another custom
separator.

Click OK.

The table is converted back to text.

02-convert-tables
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Next month Bon Voyage will introduce our new 7-day “Cla Sort Convert
Excursion. Guests will get to experience the Las Vegas of yi o Ted
Accommodations will be in the famous Gold Nugget hotel, wocatcu o s
Freemont Street. o
&
Location Excursion Length | Luxury Standard | Loyalty
Beijing 3-day $5,000 | $4,000 $3,500
las Vegas | 3-day 52,000 51,000 5850
Paris. 3-day 53,000 52,000 51,600
Beijing 5-day $6,000 | $5,000 $4,500
las Vegas | 5-day $2,700 $1,700 $1,400
Paris 5-day 54,400 $3,400 $3,000
Beijing 7-day $8,000 $7,000 $6,500
Las Vegas | 7-day $3,500 $2,500 $2,000
Parls 7-day $6,000 [ $5,000 $4,500
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Classic Las Vegas Excursion
Next month Bon Voyage W Convert Table To Tet 2 ¥ psic Las Vegas™
Excursion. Guests will get Separate text with sterday.
Accommaodations will be i @B located on historic
Freemont Street. O Tabs
= (®iCommas:
Location | Excursion Le| ©ther - Loyalty
Beijing 3-day Convert nested tables 53,500
las Vegas | 3-day 5850
Fhe 3-day [ox | camcel 59600
Beijing 5-day 56,00 © 55,000 54,500
Las Vegas | 5-day 52, . | 81,700 $1,400
Paris 5-day $4,40u [ $3,400 $3,000
Beijing 7-day $8,000 $7,000 56,500
Las Vegas | 7-day 53,500 52,500 52,000
Paris 7-day 56,000 $5,000 54,500
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Resize Rows and Columns

When you first create a table, all the rows and columns will start the same size. As you add information to
the table, you’ll likely find that some rows and columns will need to be bigger than others. You can adjust
the size of rows and columns manually, or automatically resize them.

Manually Resize

The most direct way to manually adjust the width of a column or the height of a row is by directly adjusting
them with the mouse.

Click and drag a cell border 03-resize-rows-and-columns Kayla Claypool
Untl| the row or Column |S the File Home Insert Draw Design Layout References Mailings Review View Help O Tellme & =

. S sl Body - ==
size you need. SRy v A2 B

= Styles | Editing | Dictate
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Paste

S| A- S Acnar | a | @2

The CO|umnS or rows adJUSt tO the new Clipboard T Font [ Paragraph Gl Styles Voice A~

i The Meonth in Review =
Size. April turned out to be a very busy and productive month for Bon Voyage. New

business was up 34 percent from last April. Flight delays were minimal—Bon
Voyage received only one customer complaint because of a delay.

Classic Las Vegas Excursion

Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas”
Excursion. Guests will get to experience the Las Vegas of yesterday.
Accommodations will be in the famous Gold Nugget hotel, located on historic
Freemont Street.

Excursion Length Standard Loyalty
7-day 52,500 $2,000
5-day 51,700 $1,400
3-day $1,000 4850
Page1of1 157Twords [[F  English (United States) Ea B - ] + 90%
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Distribute Rows and Columns

If your table has columns and rows of different sizes, you can distribute them so that they’re all the same

width or height.

c Click the Layout tab in the
Table Tools ribbon group.

e Click the Distribute Columns
button or the Distribute Rows
button.

The columns or rows in the table are all
set to the same width or height.

File Home | Insert Draw Desigr Layout Refere Mailine Review View Help Design w il me = =
I Select 7] Draw Table 25 % Elinsertbelow | 3| | 105" f [ 'Ej 5]
EH view Gridlines | [ Eraser DE\;E . EH Insert Left Mze 53 as i Alignment | Data
A properties - Above HE Insert Right < = AutofFit - < <
Table Draw Rows & Columns & Cell Size ~
The Month in Review /
April turned out to be a very busy and productive month for Bon Voyage. New
business was up 34 percent from last April. Flight delays were minimal—Bon
Voyage received only one customer complaint because of a delay.
Classic Las Vegas Excursion
Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas”
Excursion. Guests will get to experience the Las Vegas of yesterday.
Accommodations will be in the famous Gold Nugget hotel, located on historic
Freemont Street.
&
Excursion Length | Standard Loyalty
7-day 52,500 $2,000
5-day $1,700 $1,400
3-day $1,000 $850
Page1of1 157Twords L2  English (United States) ] B - 1 + 90%
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Automatically Resize

You can also have rows and columns resize automatically to fit the table’s contents.

Click the AutoFit button.

The AutoFit menu has three
options.

o AutoFit Contents will
automatically resize the
rows and columns to fit the
content in the cells. The
table will automatically
adjust to new content,
resizing the columns and
rows as you type.

e AutoFit Window will resize
the table to fill the available
space on the page.

¢ Fixed Column Width will
stop the columns and rows

from resizing as new content
is added if you've previously

enabled an AutoFit setting.

Select an AutoFit option.

The table’s rows and columns are
resized according to the option you
selected.

03-resize-rows-and-columns
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The Month in Review
April turned out to be a very busy and productive mont: K Fixed Column Width
business was up 34 percent from last April. Flight delays were minimal—Bon
Voyage received only one customer complaint because of a delay.

2 AutoFit Window

Classic Las Vegas Excursion

Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas”
Excursion. Guests will get to experience the Las Vegas of yesterday.
Accommodations will be in the famous Gold Nugget hotel, located on historic
Freemont Street.

Excursion Length Standard Loyalty
7-day 52,500 52,000
5 day $1,700 $1,400
3-day $1,000 5850
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Table Styles

Apply a Table Style

By default, a table is created with the Table Grid style, which includes a basic black border around each cell
in the table. Word includes many built-in styles that provide more visual appeal.

o Click inside the table.

e Click the Design tab in the
Table Tools ribbon group.

The Table Styles group will
show a few table styles, but to
see the rest, you'll need to
expand the gallery.

e (Optional) Click the Table
Styles More button to see all
the available styles.

o Select a style.

The style is applied to the table,
changing the borders, shading, and
colors.

Tip: You could create a new style by
selecting New Table Style or modify an
existing one by selecting Modify Table
Style and choosing which formatting
you’d like.

Tip: To remove a Table Style, select
Clear from the More Table Styles
menu.

il —

04-table-styles
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The Menth in Review

April turned out to be a very busy and productive month for Bon Voyage. New
business was up 34 percent from last April. Flight delays were minimal—Bon
Voyage received only one customer complaint because of a delay.

Classic Las Vegas Excursion

Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas”
Excursion. Guests will get to experience the Las Vegas of yesterday.
Accommodations will be in the famaue Gold Nugget hotel, located on historic
Freemont Street.
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Excursion Length Standard Loyalty
7-day 52,500 $2,000
5-day $1,700 $1,400
3-day $1,000 5850
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Adjust Style Options

You can further customize a table style by changing the table style options.

o Use the check boxes in the bh-ablestyies e
Table Style Optlons group to File Home | Insert Draw Desigr Layout Refere Mailing Review View Help Design Llayout 2 Tell me a3 =
. . eader Row irst Column =
toggle the following settings: S A | =

[ Tatal Row [ Last Column
Shading Borders
Banded Rows [ | Banded Columns - -

L d Header Row WI” a pply Table Style Options Table Styles ~
special formatting to the The Month in Review :
. . April turned out to be a very busy and productive month for Bon Voyage. New
f| rst row Of the ta ble Th|$ business was up 34 percent from last April. Flight delays were minimal—Bon
Specia I formatti ng can Voyage received only one customer complaint because of a delay.
include font effects, or font, Classic Las Vegas Excursion
Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas”
baCkg rou ndr a nd bo rder Excursion. Guests will get to experience the Las Vegas of yesterday.
CO|0r Accommodations will be in the famous Gold Nugget hotel, located on historic
) Freemont Street.
. . [
o First Column will apply e T
special formatting to the 7-day 52,500 52,000
! 5-day 51,700 $1,400
first column. 3-day $1,000 $850
e Total Row will add special
formattlng tO the ﬁ nal row Page1of1 157wards [}2  English (United States) [ 3] B - 1 + 90%

of a table, designed to
summarize the rows above
it.

o Last Column will apply
special formatting to the last
column to summarize the
earlier columns.

e Banded Rows will alternate
the background color of
rows.

e Banded Columns will
alternate the background
color of columns.

Tip: The special formatting applied by
each option is controlled by the style
that’s been applied to the table. You
can customize these formatting options
by clicking the Table Styles More
button, then selecting Modify Table
Style.
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Table Borders and Shading

Add a Border

Borders can improve a table’s appearance, giving it a polished, professional look. Borders also make it easier
to keep the information in different cells visually separate.

o Select a cell, multiple cells, or s . Kayla Claypool WE =
the whole table.
. @ ° - . z
Borders will only be added to Table Syle " Shading | Border W P Naers Gorder
Options ~ - Styles - =& Pen Color~ - Painter
the cell or cells you have - — .
selected. 1 — -
L
e Click the Design tab in the )
Table Tools ribbon group. rg—-—
. Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas”
BEfore applyl nga border' you Excursion. Guests will get to experience the Las Vegas of yesterday.
need to Specify the border Accommodations will be in the famous Gold Nugget hotel, located on historic
. .. Freemont Street.
style. You can individually £
select a line style, weight, and ' aSRRLeeth Standard Lvalty
o 7-day $2,500 $2,000
color, or use an existing border 5-day 41,700 51,400
Styl e 3-day 5$1,000 $850
e Click the Border Styles list
arrow. Page1of1 157words [  English (United States) [ B - 1 + 90%

This menu shows a few borders
included in the document

05-borders-and-shading
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p 4 . Classic Las Vegas Excursion (0 B_MIE"
," CI|Ck the Borders IlSt arrow. Next month Bon Voyage will introauce ou Outside Borders ‘egas”
Excursion. Guests will get to experience tl [eraliee e
This menu shows which borders Accommodations will be in the famous Gt Insice Horizontal Border b historic
. Freemont Street. Inside Vertical Border
the style can be applied to. You D N
can select All Borders or a S SR 7 Diogonal Up Border
7-day 52,500 A= Horizontal Line
subset. 5-day 51,700 BZl Draw Table
Batla) SIlLT View Gridlines n|
0 Select the borders you want to D) Borders end Sheding..
add.
Page 10f 1 157words  [[2  English [United States) 53] B - ! + 90%

The selected border style is applied to
the selected borders.

Tip: Select No Borders from the Borders
menu to remove borders from the
selected cells.
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Add Cell Shading

Shading includes fill colors and patterns that you can apply to table cells.

Select the cell or cells you want

¢-and-shading % Kayla Claypoal =

to add Shadlng to File Home Insert Draw Desigr Layout Refere \allin Review View Help Design Layout O Tell me =
L iy s
o Click the Shading list arrow on | woesye AL s EH'?
. Options ~ N - Styles - =& Pen Color~ *  Painter
the Table Tools Design tab. bl syt e .
. . The Menth in Review H EEN L} -
The Shadlng menu W|“ ShOW a April turned out to be a very b I for Bon Voyage. New
business was up 34 percent fr were minimal—Bon
speCtru m Of C0|ors from the Voyage received only one cust| I I I I I | | I Il}fa ay.
current document theme as Standard Colors
Classic Las Vegas Excursion HH ENNEN
well as a few standard colors. Next month Bon Voyage will in Do Color lossic Las Vegas™
YOU C0u|d aISO Select More Excursion. Gu.ests w.iII get.toe &) More Colors... yesterday. o
Accommodations will be in the famous Gol ugget hotel, located on historic
Colors to select a custom color Freemont Street.
or select No Color to remove — ovalty
existing shading. $2,500 52,000
$1,700 51,400
o Select a color. [3-day $1,000 $850 i
The color is added as a background to -
the selected cells Page1of1 157words [2  English (United States) £ R I o
Tip: To use a pattern instead of a solid
color in your table, click the Borders
group dialog box launcher, click the
Shading tab, and select a pattern in the
Style list.
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Position a Table

Tables aren’t simply stuck where they are when you first insert them. You can move them around
manually or let Word position them automatically for you.

Align a Table

You can position a table the same way that you position regular text, using the alignment controls.

Select the table by clicking the
Move handle (+) that appears
above the top left corner of the
table.

It's important that the whole
table is selected. If only certain
cells are selected, the text in
those cells will be aligned
instead of the table.

Select an alignment option in
the Paragraph group on the
Home tab.

The table is aligned to the left, center,
or right margin of the page, just like
text would be.

©. \Kayla Claypoal G -
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The Month in Review
April turned out to be a very busy and productive month for Bon Voyage. New
business was up 34 percent from last April. Flight delays were minimal—Bon
Voyage received only one customer complaint because of a delay.
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Classic Las Vegas Excursion

Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas”
Excursion. Guests will get to experience the Las Vegas of yesterday.
Accommodations will be in the famous Gold Nugget hotel, located on historic
Freemont Street.

+
Excursion Length | Standard | Loyalty
7-day $2,500 $2,000
5-day $1,700 $1,400
3-day 51,000 5850
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Move a Table

If the basic alignment options don’t position the table where you want it to be, you can move the table
around the page manually.

o Click the table's Move ha ndle E 06-position-a-table % Kayla Claypool

(+) and drag |t to Where you File Home Insert Draw Desigr Layout Refere Mailini Review View Help Design Layout O Tell me 1= M

X | |Calibri (Body) e A ESEIE s 25 o
want to move the table. Pﬁ:] Blezru-sxeh .= g - D%g
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The table moves' and the teXt On the Clipboard hem Fo:;- ceu [ Paragraph | Styles Voice AA
e IVienth In Review

page moves arou nd to make room. April turned out to be a very busy and productive month for Bon Voyage. New

business was up 34 percent from last April. Flight delays were minimal—Bon
Vaoyage received only one customer complaint because of a delay.

Classic Las Vegas Excursion

Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas”
Excursion. Guests will get to experience the Las Vegas of yesterday.
Accommodations will be in the famous Gold Nugget hotel, located on historic
Freemont Street.

s
Excursion Length | Standard | Loyalty
7-day $2,500 $2,000
| 5-day $1,700 | $1,400
3-day 51,000 $850
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Adjust Text Wrapping

Text wrapping controls how text in your document flows around a table.

o With the table selected, click = " Kayla Claypool

the Layol tab |n the Table File ~ Home Insert Draw Desigr Layoul Refere Mailini Review View Help Design Layout O Tellme [ =
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e Make your text wrapping
selection.

o Click OK.

The text wrapping is changed to the
selected setting.

© 2025 CustomGuide, Inc. 23



Resize a Table

You can also easily resize a table to fit within a certain space.

o Click and drag the Sizing box in
the bottom-right corner of the
table to make your table larger
or smaller.

The table is resized, with the columns
and rows resizing proportionally.

Tip: You can also specify a preferred
table width, but not height, in the
Table Properties dialog box.
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April turned out to be a very busy and productive month for Bon Voyage. New
business was up 34 percent from last April. Flight delays were minimal—Bon
Voyage received only one customer complaint because of a delay.

7-day
5-day 51,700 51,400
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Classic Las Vegas Excursion

Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas”
Excursion. Guests will get to experience the Las Vegas of yesterday.
Accommodations will be in the famous Gold Nugget hotel, located on historic
Freemont Street.
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Cell Alignment and Margins

Text Alignment

You can control how text is aligned within a table cell, just like you’d align text on the page.

Select the cell or cells you want
to align.

You could also select the entire
table if you want to align all
the text together.

Click the Layout tab in the
Table Tools ribbon group.

Expand the Alignment group, if
necessary.

There are nine alignment
options, letting you align the
content to either side of a cell,
any corner, or center it in the
middle of the cell.

Select an alighnment option.

o

The text in the selected cell realigns to
the selected side or corner.

Tip: You can also select Text Direction
to change the text from left-to-right to
top-to-bottom or bottom-to-top.

07-cell-alignment-and-margins Kayla Claypool
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Add Cell Margins

You can also adjust the margins between cell borders and the text within those cells.

Select cell or cells you want to
adjust.

You can select the entire table
to adjust all the margins at
once.

From the Layout tab, expand
the Alignment group, if
necessary.

Click the Cell Margins button.

In the Table Options dialog
box, we can adjust the margins
for the selected cell or cells.
The margin affects how much
space there is between the
edge of the cell and the
contents of that cell.

Adjust the margins.

You can adjust the margin on
each side of the cell
independently.

Click OK.

The cell margins are changed.

O -

April turned out to be a very busy and productive month for Bon Voyage. [] =] [&
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Merge and Split Cells

Even though a table starts out as a strict grid of cells, you can change a table’s layout by merging multiple
cells together, as well as splitting a cell into multiple cells.

Merge Cells

You can combine several smaller cells into a single, larger cell that spans the space previously occupied by
the individual cells.

o Select multiple cells that share 08-merge-and-split-cells . Kayla Claypool
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R . Location Excursion Length Standard Loyalty
single cell that takes up the entire Beiling 3-day $4,000 $3,500

. . .. Beijing 5-day 5,000 $4,500
width and height of the original cells. - 7-dey &7.000 %6500

Las Vegas 3-day 51,000 $850

. . . Las Vegas 5-day 51,700 51,400

Tip: You can also right-click the TeVeres Ty $2.500 $2,000
Paris 3-day 52,000 $1,600
selected cells and select Merge Cells — o A 000
from the menu. Paris 7-day $5,000 $4,500 B
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Split Cells

Cells can also be broken up into several smaller cells by using the Split Cells command.

Select a cell.

Click the Split Cells button in
the Layout tab.

Tip: You can also right-click a
cell and select Split Cells from
the menu.

Enter the number of rows and
columns you want the cell split
into.

Click OK when you're done.

The selected cell is split into the set
number of columns and rows.

Split Tables

. Kayla Claypool

File Home Insert Draw Desigr Layout Refere Mailini Review View Help Design Layout O Tell me [y =
N Select- ®| | B8 E‘é FAInsert B EH Tljear 2|02 = 3
[ View Gridlines X &H Insert [ split Cells Hlls.a9" =]
Draw | Delete  Insert — = - Alignment | Data
Ef Properties e - Above [IF Insert Right B Split Table A AutoFit - - -
Table Rows & Columns 5 Merge Cell Size 5 ~
Accommodations will be in the famous Gold Nugget hotel, located on history ~
Freemont Street.
o Split Cells ? x
Location Excurs m = = Loyalty
Beijing 3-day umber of columns: = t};soo
Beijing 5-day Number of rows: 1 = 4,500
Beijing 7-day Merge cells before split $6,500
Las Vegas 3-day 5850
Cancel
Las Vegas 5-day S $1,400
Las Vegas 7-day 52,500 $2,000
Paris 3-day W 52,000 $1,600
Paris 5-day 53,400 $3,000
Paris 7-day $5,000 54,500
u}
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You can also split an entire table in two, letting you move part of it somewhere else. You can move the new
part to another page, another document, or just add text or images in the space between the split table.

2

Place the text cursor in the row
that you want the second table
to start with.

Splitting a table will split it
right above the selected line.

Click the Split Table button.

The table is split.

08-merge-and-split-cells

. Kayla Claypool
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Beijing 5-day 55,000 $4,500
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Sort a Table

Word can sort data in a table alphabetically, numerically, or chronologically (by date). In addition, it can sort
information in ascending (low to high / A to Z) or descending (high to low / Z to A) order. You can sort an
entire table or a portion of a table by selecting what you want to sort.

Sort Tables

Click inside the table.

You can also select a range of
cells to sort just those cells.

Click the Layout tab in the
Table Tools ribbon group.

Expand the Data group, if
necessary.

Click the Sort button.
Set up your sort criteria.

The initial options selected in
this dialog box will be
automatically set based on the
data in the table.

e First, select which column to
sort by. If your table has a
header row, you’ll be able to
see the column names in the
first list field. Otherwise, the
columns will simply be
numbered.

e Next, select how to sort,
either by Text, Number, or
Date.

e Finally, choose whether to
sort in Ascending or
Descending order.

Tip: To sort by multiple criteria,
add additional sort choices
with the Then by dropdown.

Click OK.

The table is rearranged, as the data is
sorted by the criteria you set.

09-sort-a-table Kayla Claypoal
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Row Headers and Page Breaks

If you have a large table that spans across several pages, you have a few options to control its appearance.

Repeat Row Headers

If the table has a header row, you can repeat it on the top of each page.

o Select the header row. 10-row-headers-and-page-breaks Kayla Claypool
. ) File Home | Insert Draw Desigr Layout Refere Mailine Revien View Help Design Llayout 2 Tell me [t =
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temples on =
Page1of2 212words [[2  English (United States) [ B - ] + 0%

30



Adjust Page Break Options

Occasionally, a table will get split up over a page break, making it difficult to consume. Word has settings to

prevent this from happening.

Select the table.

Click the Properties button on
the Layout tab.

The Table Properties dialog box
opens.

You can also right-click the
table and select Table
Properties from the menu.

Click the Row tab.

The Row properties let you
control the height of the row,
as well as two options for how
the row appears when the
table spans multiple pages.

e Allow rows to break across
pages toggles whether the

&l 2~
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