
Present Information Neatly and Clearly in
Your Word Documents Using Tables

In the old days of typewriters, we had to
make lists of items using tab stops (and a
tricky business it was too!). You can still do
it the same way in Word, where it’s a little
easier, but there’s much better way: use a
table instead!

Read on to learn the simple steps needed to
create a table of the size you need, add
extra rows and columns to it if necessary,
and adjust the widths of its columns. I’ll also show you how
to make a table look hugely better than a simple tabbed list
by applying one of Word’s built-in ‘table styles’.

47

This article shows you how to:

� Create a table in your document with just three clicks

� Easily add extra rows and columns if you need them

� Make your tables more attractive (and easier to read!) with 
colourful ‘styles’
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Quick Start: Add a Table in Just Three Clicks
Microsoft Word offers several different ways of inserting a
table into a document, but we’ll use the simplest: a method
that takes just three clicks.

For this example, let’s assume you want to create a summary
of your insurance policies and their renewal details. You
have five policies, so the table needs six rows (five rows for
your content and an extra row at the top to hold the column
headings). For each policy you want to note its account
number, description, renewal date and cost – four items of
information – so the table needs four columns.

To create this table in Word, follow these steps: 

The fast way to
create a table

Just before you create the table, here’s a quick point to
consider. Are you placing it at the very top of a
document? If so, are you sure you won’t want to type
anything above the table? If you think you may want
to do so later, press the Enter  key once or twice to
insert at least one blank line at the top of the document
and then create the table below it.

1.   Place the flashing text cursor at the point in your
document where you want to insert the table.

2.   Switch to the Insert tab
on the Ribbon and

then click the Table
button . A panel will
open below the button
containing a grid of little
squares.

1

2

:
1

2

Enter
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Make the Columns Wider or Narrower
When the table has appeared in your document, type the
following headings into the four cells forming the top row:
‘Acct. Nr.’ (account number), ‘Insurance’, ‘Due on’ and
‘Amount’. At the moment, all these should fit easily into the
spaces provided, because Word makes the four columns
equal widths.

Tables in Word: Quick, Easy and Stylish 

Highlight the
required table
layout

Click the last-
highlighted cell
to confirm

Add headings to
the first row

3.  Move the mouse pointer over this grid, highlighting
the squares as you go, until the required table layout
is highlighted – in our example, a 4x6 table.

4.  Click the left mouse button in the grid-square you’ve
landed in , and Word will insert an empty table
into your document with the corresponding number
of rows and columns .

3

4

3 4
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However, the account number, renewal date and amount are
all going to be short pieces of information, requiring only
narrow columns, whereas the ‘Insurance’ column will contain
descriptions of your insurance policies which may run to at
least a few words. So the next step is to make the ‘Insurance’
column wider and the other three columns narrower.

Before resizing the columns, it’s a good idea to tell Word
not to alter the column widths itself based on the width of
the text you type into the cells. Follow the steps below to
tell Word to ‘fix’ the column widths at whatever sizes you
choose yourself:

Now you can adjust the widths of the columns in your table. 

We need to
adjust the
column widths

Tell Word to
keep the widths
we choose

Fix the 
column width

Adjust the 
column widths

1.  Click in any cell of your table so that the text cursor
is flashing inside it. 

2.  This brings a pair of extra tabs into view on the
Ribbon, below a ‘Table Tools’ heading: click the
Layout tab . 

3.  In the ‘Cell Size’ group, click the AutoFit button
and then click Fixed Column Width in the menu
that opens.

1

2

1

2

3

3

:
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Move the mouse pointer to the vertical line between any
two columns. When you’re over the line, you’ll notice that
the pointer shape turns into a pair of vertical lines with a
horizontal double-arrow.

Press and hold the left mouse button and drag to the left or
right: if you drag to the left, the column to the left of the
vertical line will become narrower and the column to its
right will widen. When you’re happy with the new column
widths, release the mouse button.

For our example, make the ‘Acct. Nr.’ column narrower, and
do the same for the ‘Due on’ and ‘Amount’ columns so that
the ‘Insurance’ column provides plenty of space for
descriptions of a reasonable length. (Of course, at any time,
you can further adjust the column widths if you need to.)
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Drag the 
dividers between
columns

Not enough
columns or
rows?

A new row at
the end

Add Extra Rows and Columns to Your Table
It’s not always easy to know exactly how many rows or
columns you’re going to need for a table in advance.
Fortunately, though, if you find you’re lacking a column or
two, or you need a few more rows, it’s easy to add them
later. Here’s what to do:

•     Add extra rows at the end of the table: click in the
very last (bottom-right) cell of the table so that the text
cursor is flashing inside it, and then press the key.
Word will add another row to the table and move the
cursor into its first cell.

Tab
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Quickly Add a Dash of Style and Colour
Your table looks rather dull at the moment, but it’s easy to
apply a touch of style to it – and to make it more readable
at the same time. These versions of Word come with a
collection of ‘table styles’: you can choose a style you like,
apply it to your table with one click, and it will be updated
automatically whenever you make changes to your table.
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•     Add extra rows elsewhere in the table: click any cell
in the row below the position where an extra row
should be added. Select the Table Tools > Layout tab
on the Ribbon and then click the Insert Above button.

•     Add extra columns to the table: click any cell in the
row beside the position where an extra column should
be added (either to the left or the right). Select the
Table Tools > Layout tab on the Ribbon and click
either Insert Left (to add a column at the left of the
current position) or Insert Right.

A new row at
the end

A new column

Choose from
ready-made
table styles

The Tab key is the best way to move around a table as
you’re filling in its cells: each press of the key
takes you to the next cell to the right, where you can
type something and then press again. 

When you reach the end of a row, pressing takes
you to the first cell of the next row. And, as described
above, if there isn’t a ‘next row’, Word creates one for you.

Tab

Tab

Tab

After inserting extra columns into the table, you’ll
probably have to adjust the relative widths of the
various columns again to make sure everything still has
the space you need.

!
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Here’s how to apply one of these built-in styles to your table:

If you add or delete rows or columns as you continue working
on your table, the table’s style will be updated automatically,
along with any options you chose in the ‘Table Style Options’
group, to keep your table looking just as it should.

Long Table? Repeat the Headings on
Each Page
When you’re working with tables in Word, it’s a good idea
to use the first (topmost) row to enter heading that explain 

Open the table
styles panel

Choose where
the style is
applied

Word keeps your
table’s style
updated

Automatic table
headings on
each page

1.   Click inside any cell in your table to make the pair
of ‘Table Tools’ tabs appear on the Ribbon.

2.   Select the Table Tools > Design tab. 

3.   In the ‘Table Styles’ group, click the down-
ward-pointing arrow in the bottom-right
corner of the box showing the example styles.

4.   A large panel will open showing all the available
styles and colour schemes for your table. Click any
style you like to apply it to your own table.

5.   On the same tab of the Ribbon, you can use the
checkboxes in the ‘Table Style Options’ group to
choose whether or not the style you’ve chosen
should be applied to the whole table.

:
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what appears in each column, as we did with our example
table on page 3. But what if your table grows in length to
the point that it extends on to a second (or third, or fourth)
page? Do you really have to keep scrolling to the top of the
document to remind yourself of the column headings?

Not at all – just tell Word to repeat the same headings at
the top of every page! Here’s what to do:

Tell Word to
repeat the
header row

Headings appear
automatically 
at the top of
each page

1.   Click somewhere in the first row of your table – the
row containing your headings. (If you have
headings spanning two or more rows, press the left
mouse but-ton in the top-left cell and drag the
mouse diagonally to highlight the whole of each
heading row.)

2.   Go to the Table Tools > Layout tab on the Ribbon,
and in the ‘Data’ group at the far right, click on
Repeat Header Rows.

3.   Now, whenever your table
expands to the point that it
extends on to a new page,
Word will automatically
repeat the header row(s) at the top of that page and
create a new blank row underneath for you to
continue typing.

:

Although the headings on the second and sub-sequent
pages look identical to those on the first page, they can’t
be edited (or even selected). If you want to change the
text of your headings, you have to do that in the very first
row of your table; Word will then automatically show
the new headings at the top of the subsequent pages.
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