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g Insert Table

Insert a table to display the trainers, their expertise, and their names and numbers.

1.  Scroll down and click at the beginning of the blank line under “Meet the Trainers.”

2. Insert Tab > Tables group > Table > Insert Table.

Enter 3 columns and 3 rows.
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4. In the Fixed column width: field, erase the contents and type 2, for 2 inches.
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Insert Table .

Table size
Number of columns:

Number of rows:

AutoFit baek

@ Fixed column width: 2|

| AutoFit to window

| Remember dimensions for new tables

OK { Cancel J




5. Click OK.
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« Summaryy

e Note the Table Tools.

6. Quick Access Toolbar > Save.
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Format a Table — Table Tools Tab

Format with  When a table 1s mserted, the Table Tools contextual tabs display. The
Table Tools  Table Tools include many table options having to do with the structure,
design, layout, and format of your table.

Select a Table  To apply formatting to the whole table, the whole table must be selected.
Select a table by placing the mouse over the table until you see the
crosshairs [ in the top left corner. Click on the crosshairs to select the
table. When the table 1s selected, 1t will be shaded.

Design  On the Table Toolbar, on the Design Tab, in the Table Styles group,
there are several different styles you can apply to your table. If you roll-
over the different styles, Live Preview shows you their effects.
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Layout Tab

Columns and
Rows Group

Table Properties

Set Table
Properties

The Layout Tab contains groups that have to do with the table columns.
rows. and cells plus the cell text and table size.
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There are many table options on the Table Tools Layout Tab. Among
them are the options for working with the table columns and rows found
in the Rows & Columns group. These options include: inserting and
deleting rows and columns and deleting the entire table.
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Delete | Insert
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Rows & Columns

The table properties of what you make specific changes to table settings.
row, column. and sell settings. They also let you add alternate text for
visually impaired readers.

1. Select the Table.

2. Table Tools Layout Tab > Table group > Properties.
3. Change settings and options on each tab as needed.
4. Click OK.
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Paste Options:
¥
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Dezlete Cells.
Select

Split Cells...
Borders and Shading...
Text Direction..
Czll Alignment
AutoFit

Tzble Propearties...
Bullets
Numbering
Hyperlink...

Look Up
Synonyms
Translate

Additional Actions
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Insert Columns to the Left
Insert Columns to the Right
Insart Rows Above

Insert Rows Below <

Insgrt Cells.,




/ Cell Alignment

Text in cells can be aligned 1n a variety
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of ways to make it easier to read. Not
only can 1t be aligned horizontally. but
also vertically. The Table Tools
Layout tab > Alignment group display

these nine options.
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Paste Options:
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Delete Table

Merge Cells ]
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Distribute Rows Evenly

Distribute Columns Evenly

Draw Table

Borders and Shading...

Cell Alignment
AutoFit
Incert Caption...

Table Properties...
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Assignment 1

® Make aTable of 7 columns and 6 rows

® Merge the 1* row

® Delete the last row

® Choose one of the designs in (table Tool)

e Shadow the 1% row




Document Design Details

Orientation — Portrait Margins — 17 All

Organization — Alphabetical Tabs — Right tab with dot leaders

Page — Border Text — Center Title

Exercise — Setting Up the Document Layout
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Previewing and Printing a Document
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Assignment 2

Open a new file
Save it in My documents
In the middle of the page write the Lab name and the date

Make the setup as follows
Margen 1 “all
Orientation — Portrait

Include a page border




