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Tables in Microsoft Word 
 
Tables are used in Word to keep structure.  If you are inputting a large amount of data, it 
is good to keep everything organized.  Tables will help you do that. 
 
To create a table, in the Menu Bar choose Table  Insert  Table… 
 

 

1. Choose Table 
from the Menu Bar 

2. Then choose 
Insert 

3. Then choose 
Table… 

 
You will then see this window… 
 

 

In here you can choose 
the number of columns 
you want. 

In here you can 
choose the 
number of rows. 

When finished, hit OK. 
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You will now see the table you just created… 
 

 
 
 
 
 
 
 
 

By putting your cursor on the horizontal or vertical 
lines, you can increase or decrease the size of each 
cell. 

Here is 
your new 
table. 

If you left click in 
each cell you can 
add text. 

To modify your table even further, you can Right Click on the table and you will see the 
following window… 
 

 

Click here to 
delete a unwanted 
cells. 

Click to modify 
colors and patterns. 

This allows you 
add another table. 

If you would like 
split one cell. 

Click to change text 
direction from vertical.  Click here to change 

the alignment of the 
table on the page. 

Click here for alignment 
and text wrapping options. 

Click here to create 
bulleted and numbered 
lists. 

 
 
 



 3

By highlighting more than one cell, just as you would highlight text, you can now see 
more options for your table.  Highlight some cells and in the Menu Bar choose Table.  
You will see the options below… 
 Clicking Insert 

will give you the 
options on the 
right. 

Click for delete 
options. Choose any of 

these to insert 
extra columns 
and rows 
throughout the 
table. 

Click if you want 
to merge a number 
of cells together. 
Click if you wish 
to split a cell into 
multiple rows or 
columns. 
 

Click here if you want to 
sort your data.  There 
are many sorting 
options. 

Click here if you 
want to hide the 
table’s gridlines. 
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For tonight’s class we will be using tables to compare computer deals.  Your task is to 
create a table similar to the one below.  Using the Internet, find three computers on three 
different websites that are similar to the machine offered by HiQ.  Suggested sites include 
www.bestbuy.com  -  www.circuitcity.com  -  www.compusa.com  -  www.dell.com  
 
Below is the table template for this task.  Feel free to modify it to suit your needs 
 

Enter Name of Machine (i.e. eMachines 3300) @ 
Store Name (i.e. Best Buy) 

  
Enter Computer Specifications here… 
Add things like Memory (RAM), Hard 
Drive size, Processor speed, DVD/CR 
ROM information, etc.) 
 
Make this into a list using bullets. 
Enter any software that is included with 
the machine… 
Be sure to include Operating System, any 
virus software, and if it includes Microsoft 
Office. 
 

Enter a picture of the computer here 

 

Is a monitor included?   
Often times, monitors are not included.  If 
it is, what size and type? 

Enter the cost of the machine here. 
 

Enter the rebates that must be sent in to get the mail. 

Add any comments here about the machine 
 
 
 
 

 

http://www.bestbuy.com/
http://www.circuitcity.com/
http://www.compusa.com/
http://www.dell.com/
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