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CREATING TABLES
Why Would We Use Tables?

· Headlines

· Graphics

· Columns

· Great for similar information

· Makes it easy to compare

· Can also be used to align text

· Easier to use than tabs

· Have rows (horizontal), columns (vertical) and cells

· Use Tab key to go to next cell

Create a Blank Table:
2. Click Insert > Table
· Paint size of table w/ mouse

-- OR --

· Select Quick Table
Converting Text to Table:
3. Select text containing Tabs

4. Click Insert > Table
5. Click Convert Text to Table
Add Row/Column
6. Right-click cell

7. Choose Insert …
8. Choose to add row/column above/below or right/left

Delete Row/Column
9. Right-click cell

10. Choose Delete Cells
11. Choose Delete Entire Row or Delete Entire Column 

Two Table Ribbons
12. Design

· Table Styles

· Fill colors

· Borders

13. Layout

· Add/Delete Columns/Rows

· Merge cells

· Align text within cells

· Perform Calculations



FORMATTING TABLES
Special Buttons
(Show/Hide must be On)
· “Move” button in upper left

· “Resize” button in lower right

Row/Column Size
· Note: Do not select cell(s)

· Grab border at right or below

· Move with mouse

-- OR --

· Drag border symbol in Ruler

-- OR --

· Double-click border

Cell Indents
· Use same tools as for regular text
-- OR --

· Click Table Tools > Layout
· Click Properties
· Click Table > Options
Cell Alignment
· Right-click cell(s)

· Choose Cell Alignment

· Choose desired alignment

Cell Shading
· Click Table Tools > Design
· Click Shading
· Choose desired color
Cell Borders
· Click Table Tools > Design
· Click Borders (
· Choose desired border

-- OR --

· Choose Borders and Shading
· Click Custom

· Select Border

· Style
· Color

· Thickness

· Location

Table Styles
· Click Table Tools > Design
· Click More button

· Choose desire design



DIAGRAMS
Use the .docx Format
14. Be sure to save document in the new Word format (“*.docx”)

Create Diagram

· Click Insert > SmartArt
· Choose desired diagram

Add Diagram Shapes

· Right-click border of a shape

· Choose Insert 

· Select where to add shape

Delete Diagram Shapes

· Click border of a shape

· Hit Delete key

Change Diagram Design
· Click SmartArt Tools > Design
· Click Change Colors
· Chose desired color scheme

· Click SmartArt Styles
· Chose desired style

Change Shape Format

· Click border of a shape

· Click SmartArt Tools > Format
· Click Shape Styles or Shape Effects
· Choose desired style

· Click desired WordArt Style
· Click Text Effect button

· Choose desired effect
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