Microsoft Word Tutorial — Editing a Table

Purpose of tutorial: To change the contents, appearance and size of an already existing table
within a Microsoft Word document. The tutorials for the insertion of tables should be used prior to
this tutorial

Accessing the commands: Click within the table ... notice the tabs for Table Tools editing
ribbons, more notably the Table Design and Layout grouped by Table Tools
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B Quality equipment

Digital image recording

M The quality of digital image recording is increasing in strength and effectiveness as the years
roll on, with mobile phones gradually upping the stakes and changing the boundaries of
camera, computer and mobile communications.

Mobile phones

At present, the mobile phone does not whet the appetite for artistic photographic technique,
never mind offer the photographer a new tool, with the camera remaining the favoured image
recording utensil due to either ancient feelings or simply faith in the product due to the
quality and extent of functionality.

The DSLR

The combination of traditional Single Lens Reflex cameras and the contemporary digital
camera is becoming more of a realistic professionally acceptable multi-purpose requirement.
The DSLR is not only reality but is fast becoming the standard for professionals as opposed
to traditional cameras, with the computer fast replacing the darkness of any room, with
enlargers and chemicals being found in deep holes next to twin tub washing machines.

B Image Recording Unit Quality
Mobile Phones Getting better

B Compact Cameras Amateur Level
DSLR Professional
‘Webcams Usually poor quality
Bridge cameras Semi-professional
Scanners Varies

Step by step process:

1. Click within the table ... any cell
Notice the Table Tools grouping of tabs for Design ribbon and Layout ribbon
Click the Table Design ribbon tab and use the combination of groups to format the
appearance. For example, clicking on a Table Style will provide immediate colours, lines and
various means of quick formatting for the whole of the table

4. Click the Lyout ribbon tab and edit the layout of the table as appropriate. For example,
delete a column or align content of cells or adjust sizes of columns / rows

5. Contents of cells can be edited by the usual Microsoft Word processing means, including
adjusting individual cell formatting in respect of contents. For example, apply bold to any
characters or delete characters etc.

Note: Tables can have images and various other items inserted
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