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e e Changing a Table in a Word Document
Introduction

Y ou must have already have a document with atable already added to follow these instructions. If
not, follow the instructions in Sarting Word, Creating a Smple Document and Saving It and/or
Putting a Table in a Word Document. Start the Word program then load the document in which you
wish to change atable to. If you need instructions on how to do this see Loading the Document in
the Changing Text Style, Colour, Font Face and Sze instruction sheet.

Once you have created a table in adocument you may wish to change it by adding or deleting rows
or columns or adding atitle, by forcing the table lines to show or not show and so forth. The
following provides instructions on how to do these.
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to create anew line. (Or put the cursor at the beginning of the blank e
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Change a Column Width: To change the width of a column in the
table highlight all cellsin that column by moving the mouse cursor to
be in and near the left of the top cell of the column, holding the left
mouse button down and moving the cursor down and to the right to be
in and near the right side of the bottom cell in the column. Then click (o ] _cm |
on Table in the menu across the top of the Word window and then on Table Properties to get the
Table Properties window. In that window click on the Column tab. Then make sure the Preferred
width checkbox is checked and use the little up or down arrow to change the width to the desired
value. Click on OK Y ou can aso just type the numeric value instead of using the up/down arrows.

Change a Row Height: To change the height of arow in the table highlight all cellsin that row by
moving the mouse cursor to be in and near the left of the left cell of the row, holding the left mouse
button down and moving the cursor to the right to be in and near the right side of theright cell in the
row. Then click on Table in the menu across the top of the Word window and then on Table
Properties to get the Table Properties window. In that window click on the Row tab. Then make
sure the Specified height checkbox is checked and use the little up or down arrow to change the
height to the desired value. Click on OK Y ou can aso just type the numeric value instead of using
the up/down arrows.

Insertinga New Column: Toinsert anew i E e et e e Rl

columnin atable put the cursor somewhere 7 5% " TR0 [l o -
inthecolumnthatistobetotheleftofthe o = ° [ e R
new column. Then click on Table then on e PEAcmBsE: = : ; e
Insert Columns to the Right. Or you can put = = iy T — DR SR —
the cursor in a column that isto beto the TARRE. I Seniy

r|ght of the new column and click on Table i This is a Word document that has some text t-li;uu-ﬂi;u-...—.-..m—.-,_c

then on I nsert Columns to the Left.



Inserting a New Row: To insert anew row in atable put the cursor somewhere in the row that isto
be above the new row. Then click on Table then on Insert Rows Below. Or you can put the cursor in
arow that is to be below the new row and click on Table then on Insert Rows Above.

Delete a Column: To delete acolumn in atable put the cursor somewhere in the column that isto be
deleted then click on Table then on Delete Columns.

Delete a Row: To delete arow in atable put the cursor somewhere in the row that isto be deleted
then click on Table then on Delete Rows.

Making Table LinesInvisible: To cause the table
lines to become invisible make sure the cursor is
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then on Table Properties and click on the Table tab. 5= e A Rt
Then at the bottom of the Table Properties window,

click on the Borders and Shading... button. In the iﬁ -
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tab then click on the icon to the left of the word

None under Setting and then on OK. Then in the
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Making Table LinesVisible: To cause the table lines to become visible, make sure the cursor is
somewhere within the table then click on Table, then on Table Properties and click on the Table tab.
Then at the bottom of the Table Properties window, click on the Borders and Shading... button. In
the Borders and Shading window click on the Borders tab then click on the icon to the left of the
word All under Setting and then on OK. Then in the Table Properties window click on OK. The lines
in the table will now show in black and will show when thetableis printed.
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