Microsoft Word Tutorial —Tables (auto table)

Purpose of tutorial: To insert a table into a Word document using an automatic layout method,
providing for a graphical interface to be used in respect of amount of columns and rows

Accessing the commands: Ribbon tab named Insert > Tables group > Table > Use boxes layout
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MR. UTTERSON the lawyer was a man of a rugged countenance, that was never
| lighted by a smile; cold, scanty and embarrassed in discourse; backward in
o sentiment; lean, long, dusty, dreary, and yet somehow lovable. At friendly
] meetings, and when the wine was to his taste, something eminently human
B beaconed from his eye; something indeed which never found its way into his talk,

2 I;:: :: but which spoke not only in these silent symbols of the after-dinner face, but more
“ often and loudly in the acts of his life. He was austere with himself; drank gin
] BB Excel Spreadsheet when he was alone, to mortify a taste for vintages; and though he enjoyed the
3 BT Quick Tobles > theatre, had not crossed the doors of one for twenty years. But he had an approved

tolerance for others; sometimes wondering, almost with envy, at the high pressure
of spirits involved in their misdeeds; and in any extremity inclined to help rather
than to reprove.

Step by step process:

Click mouse pointer at the insertion point within the document to contain the table
Click the Insert ribbon tab
Click the Table drop down command button located within the Tables group
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Within the small boxes, starting at the top left box, click and drag over the quantity of
columns and rows to see a preview displayed within the document

5. Click the last bottom right box to form the size of table required, noting the dimensions are
shown with amount of columns and rows along with the preview. Once the last box is
clicked to confirm the size ... the table has been inserted with automatic size of cells across
the page

Tables can be edited with content and may also be formatted using other tools
The tab key or mouse may be used to navigate within the table

Note: Clicking on a cell within the table will display tabs for table layout and formatting ribbons
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