Creating a Table

· Select Microsoft Word

· On toolbar choose “Table” and then “Insert”

· In the box, change to the number of columns and rows needed for the table.  NOTE: you can add or delete columns and rows as you build the table.

· A blank table will appear on your screen.  Click into the box and start typing. 

· The “Tab” key will help you move from box to box.  You can also change the font, size, and justification just as in a word processing document.

· If you need to insert or delete a row or column, choose Table from the toolbar and go to Insert or Delete.  A drop down menu will appear and you can choose what you need to insert or delete.  It will adjust to where ever your curser is when you insert or delete.

· If you need to change the width of the column, move your cursor over the top of the line you need to adjust, and drag it to the size you need.

· From the Table menu on the Toolbar, you can also customize the table by selecting “Table Properties.” We can highlight boxes (cells), change alignment, etc.
	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


