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MESA COMMUNI TY COLLEGE 

Word Tables & Forms 
Workshop Ð Office 2007 

 
Offered at the Center for Teaching & Learning, Mesa Community College, Fall 2007, 

ctl@mcmail.maricopa.edu 
 

 

 

Word Tables &  Forms is a workshop that teaches participants how to create professional and useful 
tables &  forms.  



P a g e  | 2 

 

 
 
Creating and Deleting Tables 
 
Cr eat e a t abl e Ð Cl ick where you 
want  to inser t  a table. 
To create the table, 
select  the I n ser t  tab, in 
the T abl es group, Cl ick 
T abl es and under  
Inser t  table,  dr ag to select  the desi red 
number  of columns and rows.  
  
To inser t  a table, you can also use the 
Quick  Tables Gal lery table templates. 
Just  go to the I n ser t  tab, in the Tabl es 
group, select  Qu i ck  T abl es, and pick  
the template you want  to use. Replace 
the data in the template wi th the data 
you want  for  your  table. 
 
To dr aw a complex table you can use the 
ÒDraw a TableÓ.  On the I n ser t  tab, in 
the T abl es group, cl ick  Tabl e, and 
then cl ick on the Dr aw T abl e 
select ion. To begin, you should fi rst  
draw a rectangle to define your  outer  
table boundar ies. Once the table 
boundar ies are defined, you can now 
draw the column and row l ines inside 
the rectangle.  To erase a l ine, under  
T abl es T ool s, on the D esi gn  tab, in 
the D r aw  B or der  group, cl ick  E r ase 
and then cl ick  on the l ine that  you want  
to erase. You would use the same 
method to erase a block of l ines. When 
done, you would cl i ck D r aw T abl e to 
cont inue to draw the table, when you 
have finished the table, just  cl i ck on any 
cel l  and star t  typing. 
 
 

D el et e a t abl e - There are many ways 
to delete a table, but  the easiest  might  
be to go to the Pr i n t  L ayou t  view, 
move your  mouse pointer  towards the 
top-r ight  of the table unt i l  t he table 
m ove h an dl e appears. Cl ick  the table 
move handles and press the 
B A CK SPA CE  key to delete the table. 
 
 
Changing the Numbers of Rows/Columns 
 
I n ser t  - Place your  cursor  in the table 
near  to where you would l i ke your  new 
row or  column to be. Cl ick in the Table, 
and under  the T abl e T ool s, L ayou t  
tab, Row s &  Col u m n  group, Select  the 
appropr iate act ion. (Note: I f you are in 
the last  cel l  of a table and would l ike to 
add another  row to the end of the table, 
simpl y use the Tab key and a row wi l l  
be added.) 
 

  
 |  

 
D el et e - Fi rst  select  the ent i re row or  
column to be deleted. Cl ick  in the Table, 
and under  the T abl e T ool s, L ayou t  
tab, Row s &  Col u m n  group, and cl ick  
on the D el et e down ar row to select  the 
appropr iate act ion. 
 
 
 
Center a Table on a Page 
 
Cen t er : To center  a table on a page, 
fi rst  pl ace your  cursor  somewhere 
within the table and r i gh t  cl ick your  
mouse. Select  the T abl e Pr oper t i es in 
the menu and left  cl ick  on the select ion. 
(You can also go to the T abl e Tool s, 
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L ayou t  tab, T abl e group, and cl ick on 
the Pr oper t i es select ion). 
 
The fi rst  tab, T abl e, wi l l  al low you to 
determine how the table is pl aced on the 
page.  
 
 
To center  the table, cl ick the Cen t er  
box in the A l i gn m en t  sect ion of the 
T abl e Pr oper t i es and cl ick ok  to 
make the select .  
 

 

 
 
Formatting a Table 
 
F or m at  bor der s &  Cel l  sh ad i n g:  
Select  the ent i re table or  the speci fic 
cel ls, columns or  rows that  you want  to 
out l ine. Under  the T abl e T ool s, 
D esi gn  tab, T abl e St y l es group. Use 
the dropdown ar row next  to the border  
or  shading t ype to select  the border  or  
shading of your  choice. 
 
 
Spl i t  an d  m er ge cel l s:   
To use the Spl i t  Cel ls or  Merge Cel ls 
opt ion, select  the ent i re table or  the 
speci fic cel ls, columns or  rows that  you 
want  to spl i t  or  merge.  Go to the T abl e 

T ool s, L ayou t  tab, M er ge group, and 
select ion the desired act ion. 
 
 
Ch an ge t ex t  al i gn m en t  &  t ex t  
d i r ect i on : 
Cel ls can have their  text  al igned to the 
top middle, bot tom, left , r ight , or  center . 
To change text  al ignment , select  the 
cel ls, columns or  rows. Go to the T abl e 
T ool s, L ayou t  tab, A l i gn m en t  group, 
and see al l  of the possible al ignment 
combinat ion. Cl ick  one to appl y i t  to 
your  select ion. 
 
Ch an ge t ex t  d i r ect i on : 
Select  the cel ls, columns or  rows that  
contain the text  you would l ike to rotate. 
Go to the Tabl e T ool s, L ayou t  tab, 
A l i gn m en t  group, and select ion the  
Text  Direct ion select ion unt i l  the text  
appears as you desire. 
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Using Calculations in Tables 
There are a few simple calculat ions you 
can per form in a table. After  you have 
typed in your  data, move to an empt y 
cel l  below or  to the r ight  of your  
numer ical  data. Go to T abl e T ool s, 
L ayou t  tab, D at a group, and cl ick 
F or m u l a. The appropr iate SUM 
funct ion wi l l  appear  in the di alog box. 
Cl ick  OK  to accept  i t , or  make 
modi ficat ions as necessary. 
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1) The word ABOVE may be replaced 
with the word LEFT. 
2) The Number  format drop down box 
l ists avai lable number  formatt ing. 
3) Other  avai lable funct ions can be 
located by cl icking the Paste Funct ion 
drop down ar row. 
 

Sorting Table Data 
In order  to sor t  the data in your  table, 
you should fi rst  select  al l  of the rows 
that  wi l l  be sor ted Go to T abl e T ool s, 
L ayou t  tab, D at a group, and cl ick 
Sor t .  
 
(a)  You can sor t  by any of your  columns. 
(b) You should also tel l  Word what  t ype 
of data i t  is sor t ing: text , numbers, or  
dates. 
(c) I f desired you can set  up a second or  
thir d level  sor t  as wel l . 
 

  
 

 

Creating Forms 
 
The best  way to create a form is through 
the use of tables. Use the table cel ls and 
rows to designate the t ype of 
informat ion you are seeking and to 
provide a space for  users to enter  their  
informat ion. 
 
Forms can contain text  areas (for  
enter ing text , numbers, and dates), l ists 
(for  select ing one i tem from a l ist  of 
choices), and check boxes. Al though text  
areas and check boxes may be used on 
any form, l ist s are only used on 
electronic forms. 
 
 
1) Create a table and enter  labels for  

the form. 
 

 

2) Use the spl i t , merge, and resize cel ls 
as needed to create your  form. 
 
3) Go to T abl e T ool s, D evel oper  tab, 
Con t r ol s group, and cl ick  D esi gn  
M ode. (I f the Developer  tab is not  
showing, then go to the Office but ton, 
Cl ick  on the Word Opt ion but ton on the 
bot tom of the page, cl ick Popular , ÒTop 
opt ions for  working wi th WordÓ, and 
check the checkbox for  ÒShow Developer  
tab in the r ibbonÓ) 
 
 Once in Design Mode you can add the 
form fields such as textboxes, l ists, 
and/or  check boxes to your  form. 
 
 4) Use the Pr oper t i es select ion in the 
Con t r ol s group to modi fy any of the 
form fields. 

A
A 

A
A 

B
A 

C
A 
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5) Use the Borders to turn off any 
unneeded borders and apply bold 
borders only where needed. (In the 
example below, borders are used for  the 
blanks and for  the outside of the form.) 

 
 
6) Turn off the F or m  F i el d Sh adi n g 
located on the legacy Form in the 
Con t r ol s group, Cl ick on the Protect  i f 
you wish to have password protect , and 
cl ick on Design Mode again to exi t  
design mode and to preview! 
 

 
 

Sample of an Electronic Form template:   

M ESA  COM M UN ITY COLLEGE 

Student Award 

Student N ame: Cl i ck  here to en ter  text . 

Depar tment :  Cl i ck  here to en ter  text . 

 

A WA RD  I N FORM A T I O N : 

Semester  Award Approved: Choose an i tem. Year Select  Date. 

Campus Locat ion Red M ountain 

D ESCRI PT I O N  O N  ST UD EN T ÕS A CA D EM I C A CH I EV EM EN TS: 

Cl i ck  here to en ter  text . 

 

Instructor  Recommending Student Cl i ck  here to en ter  text . Date Enter   

A ssociate Dean A pproval  Cl i ck  here to en ter  text . Date 
enter  a 
date. 
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VP A pproval  Cl i ck  here to en ter  text . Date 
enter  a 
date. 

 


