
 
Using Tables 

Microsoft Word 
 

Many times it is necessary to have information displayed in columns and rows. For example information about 
different states in the U.S. 
 

Characteristics of States in the United States - 2004 
State Capital Population Famous People 

Nebraska Lincoln 1,711,263 Fred Astaire Max Baer Malcom X 

California Sacramento 33,871,648 James Dolittle Earl Warren George Patten 
Georgia Atlanta 8,186,453 Jimmy Carter Oliver Hardy Clarence Thomas 
      

      

 
Using tables allows for quick and easy organization of information into rows and columns. Take a close look at 
the above table. Notice that there are 7 rows and 6 columns. The first row spans all 6 columns. In the second 
row, the last cell (Famous People) spans the last 3 columns of the table. With MS Word, it is easy too merge 
cells and to apply formatting to different cells. 
 
This paper describes how to: 

1. Create a table. 
2. Merge cells. 
3. Enter and format text. 
4. Set table properties. 

 
Create a Table 
The first step in creating a table is to have a good idea of the number of rows and columns that are needed to 
make the table. You do not have to be exact because rows and columns can always be added or deleted. To 
create a table: 

1. Set the cursor in the location where the table will be created. 

2. Click and hold on the ‘Insert Table’ button, in the ‘Standard Toolbar’. Drag through the ‘Insert 
Table’ window to select the number of rows and columns needed in the table. For this example 7 rows 
and 6 columns are selected. Release the mouse. 
 
 

3. A 6 X 6 table is created (6 rows X 6 columns). 
 

      
      
      
      
      
      
      



Merge Cells 
1. Drag through the cells on the first row of the spreadsheet to select all of the cells in the first row. 

 

 
 

2. From the ‘Table’ menu, select ‘Merge Cells’. 
 

 
      
      
      
      
      
      
 

3. Select the last 3 cells in the second row, and from the ‘Table’ menu, select ‘Merge Cells’. The table 
should now look like the one below. 
 
 

 
    
      
      
      
      
      
 
Entering and Formatting Text 

1. Click once in the first row of the table. A blinking cursor should appear on the left side of the cell. 
 

2. Type the text, ‘Characteristics of States in the United States – 2004’.  
 

3. Select the text and from the ‘Formatting Toolbar’ select the center alignment button. 
 

4. Select the text and make in bold and 16 pt. font. The table should now appear as shown below. 
 

Characteristics of States in the United States – 2004 
    
      
      
      
      
      



 
5. Click once in the first cell of the second row. Type ‘State’, press tab and type ‘Capital’. Continue with 

‘Population’, and ‘Famous People’. 
 
 

6. Select through the entire row and bold and center the text. The table should appear as below. 
 
 

Characteristics of States in the United States – 2004 
State Capital Population Famous People 

      
      
      
      
      
 

7. Fill in the rest of the information in the table. 
 
 
Set Table Properties 
Other formatting options for table can be found in the ‘Table Properties’ dialogue window. To access: 
 

1. Click once in a table.  
 

2. From the ‘Table’ menu, select ‘Table Properties’. 
 

3. By selecting the different tabs, different properties of the table can be set. 
 

4. The vertical alignment of a cell can be set by selecting the ‘Cell’ tab.  
 

5. Select the type of vertical alignment, such as ‘Center’. Click OK. The contents of the cell are now 
centered vertically in the cell. 

 
 
Other Table Operations 

• Change the width or height of a cell by dragging the border of the cell. 
• Split a cell by selecting ‘Split cells…’ from the ‘Table’ menu. 
• Insert columns or rows by selecting ‘Insert’ from the ‘Table’ menu. 


