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Create a Table in Word 2010

* Step 1 - Click the Insert tab followed by the Table button

Table Button
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Step 2 - Click the square representing the lower-right corner of

your table
Table Style Options Table Styles Table Styles Button
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Step 3 - Click the Table Styles button

Table Style Options Gallery of Table Styles
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Sdtep 4 — 1o select any or the styles, Just CliCK the bullt-Iin table

style
Table Style Options Table Styles
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Delete a Table

e Step 1 - Click the Layout tab, and click the Delete Table

option under the Delete Table Button

Delete Table option
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Rows & Columns in Word 2010

e Add a Row

* Step 1 - Click a row where you want to add an additional row
and then click the Layout tab

Row & Column group Layout tab
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* Step 2 - Row & Column group of buttons—> click the Insert Below button

e Step 3 - click the Insert Above button

Row & Column group Layout tab
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Delete a Row
» Step 1 - Click a row—> click the Layout tab

Delete Rows option
Delete Table Button Layout tab
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Step 2 - Click the Layout tab—>click the Delete Rows—> Delete Table

Button
Delete Table Button Layout tab
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Add a Column

e Step 1 - Click a column—> Additional column—> click Layout tab

Row & Columns group Layout tab
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Step 2 - Row & Column—> left or right of the selected column—-> click
Insert Left button

e Step 3 - click the Insert Right button

Row B Columns group

Layout tab
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Delete a Column

* Step 1 - Click a column—>delete from the table—>click the Layout
tab

Delete Columns option
Delete Table Button Layout tab
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Step 2 - Click the Layout tab—>click the Delete Column option—> Delete Table
Button to delete the selected column.

Delete Table Button Layout tab
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Step 2 - Bring the mouse pointer over the Resize Icon
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Merging Cells in Word 2010
e Step 1 - merge. Now press the Shift key

Selected Cells

Merge Cells Button

Layout tab
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Step 2 - click the Layout tab—> click the Merge Cells button—=> merge
all the selected cells

MergedCells  Merge Cells Button Layout tab
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Borders & Shades in Word 2010

Diraws Table
ey Gridlimes

EBorders and Shading...

* Add Borders to Table
* Step 1 - select a table, click over the table—> the Cross icon
e Step 2 - Click the Border button
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Step 3 - Try to add and remove different borders

Home tab  Applied Border Border Button
CFEE T ey RS =l
n rlll:rmt rgert Page Layoud Feferences LT AT T Baview Yitw Add-dns & ﬂ
=S A4 Calibn Body =il ==tz R o
p‘;l]-'_.n B & U - aba)x x ﬂf‘,!i!l!.yiﬁ- i{?} el
e o | e a 1
BT A kA v B ST e stere |
Clipboad 7 Frund B FaragrEph Sty 8
JE]FTE [t | '. i 3 |. 1 i : 4 i 5' i [ 2 | : (] f o .'} i Il:lq i 11 l1 3 . 1 i E-I. i r.,: il - =
. ol
o .
| [Employee W [ Jan Salary Feb Salary Total |
Hennery 20000 22000 42,000 |
: John 19000 20000
: Arul 17000 18000
- ]
I = £
B o
.- .
i - u - ] »
LPegeiiofl | Wordil6 | 5 Engish UK) | bnsed | (BPE 3 E ues (- 0-—F)..4




Using Border Options

« Step 1 - Click the Border button—> Select the Border and

Shading option

Home tab porder tab Border Button
Preview Section
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Border Settings Border Styles

Border Application Options



e Step 2 - Click the Border tab
* Step 3 - Preview
e Step 4 - customize your border by setting its color

Home tab Applied Border Border Button
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Add Shades to Table

* Step 1 - Select a row or column where you want to apply a
shade of your choice.

Home tab selected Row Border Button
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* Step 2 - Click the Border button—>Select the Border and
Shading option

* Step 3 - Click the Shading tab—> select fill, color and style
* Step 4 — Preview=> click the OK button

Home tab Shading tab Border Button
Preview Section
Wil el = - = Documentl - Microgoft Werd e | [T | |
= e Fags Lt Feferemies BEsilrgsd B yiey N EEYY Add. 0 LT Layoul 3 ﬂ
-_-*-\. x Calibni [Sodyl = i1 e e T i 3 % EY
‘__—" da B 5 U -k % W E N-| = ;5‘ =
aste *) o e wick Change ing
- F - M - A - A A A7 PR w | O - 3 2l Styles = Styles = -
Clippoars | Borders mnd Shading @ o [ » » | ] w1
= ] B S LiET . -3 13 - e LA
3] = Gorsers | Page Border | Shadeg | z b N - Lt b -2
2 i ] L .-..
ok [=]
it EmL | siners Total
-§ | Joh i
Wi . Aru E 3
N1 A . +
M
I -
i H Aoy L
i [ | - o
:‘.- | -
Page 1 of 1 | | | ERneljee. = el m raesm (=

Shade Fill Color, Style

shade Application Options




