
Tables 

Creating a Table is as simple as choosing how many Columns and Rows you want then formatting your table using the 
Ribbon and the Table Properties Dialogue Box. As you type into the table us the TAB key on the keyboard to move 
through the table then when you reach the bottom of the table another TAB will create a new row at the bottom of the 
Table. Here are some of the highlights of tools on the Ribbon: 

Design Tab 

 

Layout Tab 

 

The Table Ribbons only appear when your cursor is in the Table or you have all or part of the Table selected. 

 

Design Tab on the Table Tools Ribbon 

Table Styles: This group allows you to apply a simple “look” for the table so you do not have to spend time formatting it. 
Just having your cursor in the Table and clicking on one of the Styles applies the style to the entire Table. 

Table Borders and Shading: This group allows you to apply borders for a selected part of the table, so make sure you 
select the cell(s), row(s) and/or column(s) you want to apply the borders and/or shading to before you start selecting 
options. You can also select the entire table. Selecting parts of the table is not unlike selecting text in that you can click 
and drag, just make sure your mouse is NOT on a line of the table because when you click and drag it might resize the 
columns or rows. When you have the part or parts of the Table that you want to apply Borders and/or Shading to then 
use the tools the following: 

  
Step 1 Step 2 



Above you will see that in Step 1 you must select the color, style and thickness for the border First, then you go to the 
Border tool and select WHERE to apply the Border Style from the Borders list as seen in Step 2 above. 

Layout Tab on the Table Tools Ribbons 

Select: This tool is another way to select parts of the Table 

Gridlines: The gridlines are the lines showing the boundaries of the Table but do not necessarily Print, they only Print if 
you have applied Borders. It is useful to see the Gridlines of the Table, however, because it shows you the boundaries 
and you can see better where text can go, how many columns and rows there are, etc. This tool is an On/OFF, so clicking 
on it turns them on or off. 

Properties: This is one way to get to the Table Properties Dialogue Box, which is also very useful when working with 
Tables. This dialogue box shows the properties of the Table as a whole, the Rows, Columns and even individual Cells. 
This can be useful to identify how another person’s Table is set up. 

 

Delete: This tool will help you delete parts of the Table based on the position of your cursor or the selected parts of your 
Table. 

Insert Above/Below/Left/Right: These tools will insert Row(s) (Above/Below) or Column(s) (Left/Right) based on the 
position of your cursor or selected row(s)/column(s). 

Merge Cells: select multiple cells either horizontally or vertically contiguous and select to Merge them. The option to 
Merge is on the Layout Tab of the Ribbon of the Table Tools. It will only be available if more than one cell is selected. 
NOTE: It is recommended that you wait until all content is created and formatted before Merging Cells (merging cells 
can confuse the number of columns and rows you have for future formatting). 

Split Cells: If you Merge Cells you can then Split them again into more than one column or row. You can also split an 
existing cell so that it has more than one column or row that it did not have before. 

Split Table: If you are working on a Table and find that you need to create a different set-up for part of the Table 
sometimes it’s easier if you Split the Table so that it becomes more than one Table. This will position a Blank Paragraph 
Between the two parts at the position of your cursor in the Table when you select this option. 



Autofit: This turns on the Autofit tool for the Column Width or Row Height. 

Height and Width: Are the settings of the Column Width(s) or Row Height(s) for the row and column where the cursor is 
positioned or for selected row(s) or column(s). 

Distributing Rows and Columns: this evenly distributes the selected rows or columns in the table. 

Vertical Alignments: this allows you to align the text in the cell vertically as well as horizontally so as to position the text 
just right. 

 


