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Using Columns and Tables

In this part, you learn two different ways of arranging columns of text on the
page. Word's Columns feature lets you create “newspaper-style” columns, in
which the text wraps from one column to the next. You might use columns for
your office newsletter or a brochure. The Tables feature, in contrast, is great for
creating columns of text that do not wrap. Tables are useful for creating every-
thing from simple charts to resumes and invoices.




Shading

Row

Prepared by Jan Steele

Butterflies and the

A Word Table

Column

ers and Plants That Attract Them

Butterfly

Mectar Plants

Host Plants

<= porder

Black Swallowtail

Butterflyweed, Phlox, Clover, Thistle

Parsley, Queen Anne's Lace

Checkered White

Aster, Butterflyweed, Centaury

Mustard, Turnip, Cabbage

Clouded Sulfur

Aster, Goldenrod, Phlox, Clover

Clover, Alfalfa, Pea Family

Small Copper

Butterflyweed, Goldenrod, Yarrow

Sheep Sorrel, Curled Dock

Gray Hairstreak

Goldenrod, Clover, Milkweed

Hibiscus, Wetch, Clover, Mallow

Spring Azure

Buckeye, Violet, Dandelion

Dogwood, New Jersey Tea, Blueberry

Painted Lady

Aster, Cosmos, Thistle, Buttonbush

Thistle, Mallow, Hollyhock

Buckeye

Aster, Coreopsis, Chicory

Plantain, Snapdragon, Toadflax

Manarch

Milkweed, Lantana, Llac, Zinnia

Milkweed family

Wild Birds Unlimited, 3711 Harbor View Drive, Gig Harbor, WA 90332

Merged and centered cells
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SOMEONE THERE IS WHO DOESN'T LOVE A HEDGE

Bnme people match poorly with certain plantings. Take me and hedges, for example
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Hedges, I've decided, demand orderly sorts of owners, people keen on straight lin

neat edges. Someone who wouldn't clip a poodle if he owned one isn’t likely to hc,—Eaak.‘
a hedge keeper. That my dogs have always been shaggy types should tell you som —~
about my affinity for things formal Page Numbsrs,

Date and Time...

Click

Ididn’t plant our hedge; we inherited it from the house’ s previous owners. Whenw AutoText
in, there it was, a 200 foot wall of neatly trimmed, 6 foot high cedar. Ann noted it
approvingly. I was distracted by potential garden sites and the proximity of a good)

: rI:L'T.tcl.!:ﬂJ.ﬂ g beach. Symbal...
Enaj= @K | - I . | {3 comment

Reference »

N

Field. ..

[l eb Component...

Picture »

%| Diagram...
5 Text Box
Filg...

Break 2] Object...
Break types

() Page break Ereak bypes 1+

() Column break () Page break.

() Text wrapping break () Column break

Section break types () Text wrapping break
@*@ Section break types

(O Continuous () Mext page
O Evenpage ) o)
CIiCk © 0dd page O Even page

O 0dd page
Click

o Make sure that you're using Print Layout view (open the View menu and choose
Print Layout), and move the insertion point to where you want the columns to begin.

e Open the Insert menu and choose Break to open the Break dialog box.

e To make the columns begin at the top of a new page, choose Next page.

o To keep the columns on the same page as the text above them, choose Continuous.

If you would like to produce newsletters, bulletins, journal articles, and
so on, you'll appreciate Word's ability to format text in multiple columns.
When you use this feature, the text snakes from column to column. If you
want to create columns of text that do not wrap from one column to the
next, use either custom tabs (see Part 6) or a table (see the last four tasks
in this part). If you don’t want columns in part of your document, follow

Inserting a Column Break
To force text to the next col-
umn, move the insertion point
to the place where you want
the text to break, and choose
Insert, Break. In the Break
dialog box, click the Column
Break option button, and
click OK.

steps 1 through 5 to insert a section break. Otherwise, begin with
step 6.
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EBreak types
() Page break
() Column break
() Text wrapping break

Type a question for help » X

Section break types
O Mexk page
© fContinuous!
O Even page
O odd page
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SOMEONE THERE IS WHO DOESN'T LOVE A HEDGE
Click N Some people match poorly with certain plantings. Take me and hedges, for example.

- Hedges, I've decided, demand orderly sorts of owners, people keen on straight lines and

n neat edges. Someone who wouldn’t clip a poodle if he owned one isn’t likely to hack it as
ahedge keeper. That my dogs have always been shaggy types should tell you something
about my affinity for things formal

T didn’t nlant our hedoe- we inherited it from the house's i owners When we
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SOMEONE THERE IS WHO DOESN'T LOVE A HEDGE

- Some people match poorly with certain plantings. Take me and hedges, for example

Hedges, I’ ve decided, demand orderly sorts of owners, people keen on straight lines and
neat edges. Someone who wouldn't clip a poodle if he owned one isn’t likely to hack it as
ahedge keeper. That my dogs have always been shaggy types should tell you something

- about my affinity for things formal

Ididn't plant our hedge; we inherited it from the house’ s previous owners. When we moved
in, there it was, a 200 foot wall of neatly trimmed, 6 foot high cedar. Ann noted it
approvingly. I was distracted by potential garden sites and the proximity of a good
clamming beach.

i From the dining room windows and porch, Ann could see Puget Sound over the top of our

m hedge. Yet, it was tall enough to screen our yard from the adjoining two lots. Seclusion is
important to Ann, even though we don't sunbathe in the nude or disport curselves outdoors
in other possibly amusing fashions

o »

Click OK, and then double-check to make sure that your insertion point is in the sec-
tion where you want the columns to begin.

O Click the Columns button on the Formatting toolbar.
6 In the grid that appears, click the desired number of columns.

0 Word creates the number of columns that you specified. A\
End

What If | Have Text at the End of the Document That | Changing the Number
Don’t Want in Columns? of Columns

If you have text at the end of your document that you do not want in If you decide to change the
columns, select the text that you want in step 1 (instead of placing your number of columns in your doc-
insertion point where you want the columns to begin). Word will only for- ument, simply repeat steps 6-8.

mat the selected fext in columns, leaving the fext outside of the selection If you want no columns, click

as is. the leftmost column in the grid
in step 7.
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Formatting Columns

Eont...

R

Paragraph. ..
£= | Bullets and Humbering. ..

Click

Tabs...

Crop Cap...

&

Text Direction, ..

Change Case...

Background

Theme...
Frames
=] AutoFormat...
Styles and Formatting. ..
Reveal Formatting...  Shi

Object. ..

Columns

Mumber of calufire:

1

Borders and Shading. ..
Columns. .. ﬁ

Cancel

H Columns
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width and spacing pr{ FPresets
iem e DOOOD
| 1; | |z,75" :| ||:|,5" :|
| 3 | |2 75 _"| | | Cne Two Three Left Right
| | | *| | | Mumber of calumns: 3 [ [ Lire between
] Equal column width Wwidth and spacing Preview
Col#:  Width: Spacing:
Apply to: This section 4 | 1 | |1,E|T" :| |D.5"
[z |[sr  #]os
[ J[em B
£ i
e Apply to: This section tarc fiew column

In addition to the standard formatting options described in Parts 6 and 7
of this book, Word gives you a few other choices for formatting text in
multiple columns. For example, you can adjust the column widths, add
vertical lines between columns, and so on. Try some of the options
described here and see what works well in your documents.

Click anywhere in the multiple-column text, open the Format menu, and choose
Columns to open the Columns dialog box.

If you like, click a preset format under Presets at the top of the dialog box.

If you have specific requirements for column widths, first make sure that the Equal
column width check box is not marked.

Then enter the desired settings for each column under Width and spacing.

Balancing Lengths

To balance the length of your
columns on the last page of a
document, press Ctrl+End to
move to the end of the docu-

ment, and then open the
Insert menu and choose
Break. Click the Continuous
option button, and click OK.
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Width and spacing
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. SOMEONE THERE IS WHO DOESN'T LOVE A HEDGE
- Some people match poorly with certain T'll bet he can trim it in half an hour with
© plantings. Take me and hedges, for a weed eater.
o - example.
. Trimming a large hedge stirs up
Hedges, I ve decided, demand orderly considerable resentment in me. While I
_  sorts of owners, people keen on straight am so engaged, I can think of myriad
lines and neat edges. Someone who pursuits more worthy of my attentions
. wouldn’t clip a poodle if he owned one Still, there was Ann’s attachment to it,
™ isn't likely to hack it as a hedge keeper. pride in how our grounds locked and of |
That my degs have always been shaggy course, the value of the planting to L
© types should tell you something about my consider. £
affinity for things formal.
- : S < than T darntad Anrmn nF
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6 To add vertical lines between your columns, click the Line between check box to
mark it.

O When you have made all of your selections, click OK.

6 Word applies the settings you chose to your text.

Hyphenating Words Justifying Column Text

If you are using narrow columns, you might want to hyphenate your text Columns often look better if the
so that it fills the columns more evenly. Hyphenation also reduces the text is justified, giving the col-
gaps between words in justified text. To do so, open the Tools menu, umn a straight right edge. To
choose Language, and select Hyphenation. In the dialog box that justify the fext, select the column

appears, click the Automatically hyphenate document check box text, and click the Justify
to select it, and click OK. button on the Formatting
toolbar.




Creating a Table

PART 9

ﬁHi Rebllacca: | | | | | i eéﬁck

Here is the feeding schedule for our pets. We'll return the night of June 8. If you
have any questions, please ask our neighbor Nikki (788-8732). Thanks!

0,

Hi Rebecca,

5l

Z Hereis the feeding schedule for our pets. \We'll return the night of June 8. If you H
have any questions, please ask our neighbor Nikki (789-7554). Thanks!

Click
& Drag

EIENEEEEE

Move the insertion point to the place where you want to insert the table.
Click the Insert Table button on the Standard toolbar.

The squares in the grid that appears represent cells. Drag through the approximate
number of rows and columns that you want, and then release the mouse button.

A table with the number of rows and columns you specified appears in the docu- ‘\
ment. End

©C00@

Word's table feature gives you a
wonderfully flexible way of align-
ing text in a grid of rows and
columns. You enter text into the
individual boxes in the grid,
which are referred to as cells. In

Drawing a Table

You can also draw a table “by hand” by using the Draw Table button
on the Tables and Borders toolbar. See “Drawing a Table” and
“Adjusting the Appearance of Your Table” later in this part to learn more
about this method.

this task, you learn to create a
table using the Insert Table but-
ton on the Standard toolbar.




Deleting a Table
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Hi Rebecca:

Here is the feeding schedule for our pets. We'll return the night of June 8% If you
have any questions, please ask our neighbor Nikki (788-8732). Thanks!|

| Draw Table

)i - oSO
Insert 3
Delete

Click |4

Select 3

Columns

Merge Cells Rows

Click
Splt Cels...

Split Table
Table AutoFormat. ..

AutoFit 3

Heading Rows Repeat

=wE=zw< [ I Conyert 3

Page 1 Sec 1 2 a2 ln7 Col1 REC TRK| EXT OVR Englsh(Us  CF

Sort..,
Boat Phone ...

Farmula...
Hide Gridlines

Table Properties...
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Hi Rebecca,

]
2 Hereisthe feeding schedule for our pets. We'll return the night of June & If you H‘
have any questions, please ask our neighbor Mikdd {789-7554). Thanks! ||

e,

o Place the insertion point in the table.

e Open the Table menu, choose Delete, and select Table.

e The table is deleted from your document.

If you've inserted a table that's Pressing the Delete Key Doesn’t Delete a Table

not quite right and want fo start You might expect to be able to select a table (by opening the Table

over, or if you've decided you menu, choosing Select, and clicking Table) and then press the Delete key
don’t want to use a table to to delete it. This, however, simply removes all of the text from the table
arrange your text after all, fol- without deleting the table itself.

low these simp|e steps to delete
the table from your document.
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Navigating a Table

Hi Fiablacca‘
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~ Hereisthe feeding schedule for our pets. We'll return the night of June 8. If you H‘

have any questions, please ask our neighbor Mikdi (789-7554). Thanks! | |
|
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Click

WF

Hi Rebecca,

B
_ Hereis the feeding schedule for our pets. We'll return the night of June 8t If you %
. have any questions, please ask our neighbor MNikki (783-7554). Thanks! o
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keyboard.
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to move to the left. (If the

Typing text in a table is much like
typing in a regular document, but
navigating within a table is some-
what different. In this task, you
first learn how to move the inser-
tion point from cell fo cell within a
table, and then you get a few
pointers about entering text.

i housesf ng - Microsoft Office Word 2003
mat ‘L?;g;a, E dov Type a question for help [+ | X

‘able Grid v TimesMewRoman ~» 12 ~ | B I U

Hi Rebecca:

Here is the feeding schedule for our pets. We'll return the night of June 8. If you
have any guestions, please ask our neighbor Mikki (788-8732). Thanks!

IR ETIEEE

€
43

To use the mouse to move to a particular cell, just click in the cell.
To move to the row above or below, press the up- or down-arrow key on your

To move to the cell to the right or left, press the right- or left-arrow key on your key-
board. (If there is text in a cell, these arrow keys move the insertion point through the text.)

You can also press the Tab key to move into the cell to the right, or press Shift+Tab

destination cell contains text, it will be selected.)

Adding Text Above a Table

If you start a table at the very top of a document and then decide that
you want fo insert text above the table, click the far left edge of the
upper-left cell in the table and press Enter. Word inserts a blank line
above the table, and you can now click in the blank line and type your

text.
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Morning

Ewvening

Joss (black male
Standard Poodle)

1 ¥ cups of adult Innova

1 % cups of adult Innova

Sneaker (white male
Standard Poodle)

1 V2 cups of adult Innova

1 Y cups of adult Innova

Sapphire (white and gray
cat)

Bowl full of senior cat
Innova

A few scratches under
the chin

Trouper (tabby cat)

Yacup of adult cat Innova

¥4 cup of adult cat Innova

6/

When you type text in a cell, if the entry is too wide to fit in the cell, Word automati-

Morning

Ewvening

Joss (black male
Standard Poodle)

1 ¥ cups of adult Innova

1 ¥ cups of adult Innova

Sneaker (white male
Standard Poodle)

1 ¥ cups of adult Innova

1 ¥ cups of adult Innova

Sapphire (white and gray
cat)

Bowl full of senior cat
Innova

A few scratches under
the chin

Trouper {tabby cat)

Ya cup of adult cat Innova

Ve cup of adult cat Innova

Marning

Ewvening

Joss (black male
Standard Poodle

1 % cups of adult Innova

1 Ve cups of adult Innova

1 % cups of adult Innova

1 Yecups of adult Innova

Bowd full of senior cat
Innova

A few scratches under
the chin

Yacup of adult cat Innova

¥a cup of adult cat Innova

cally wraps the text to the next line and increases the row height.

o Press Enter in a cell to end the paragraph and add a blank line to that row.

If you accidentally press Enter in a cell and want to remove the blank line, just press
the Backspace key.

Inserting a Tab Within

a Cell

If you want to insert a tab
within a cell, press Ctrl+Tab
instead of Tab. (Pressing the

Tab key by itself just selects the
contents of the cell to the right.)




@
o=
[
=
ey

Adding, Deleting, and Resizing Rows

and Columns
Start

Worming

Evening

Joss (black male
Standard Poodle)

1 ¥ cups of adult Innova

1 ¥ecups of adult Innova

Sneaker (white male
Standard Poodle)

1 % cups of adult Innova

1 ¥ cups of adult Innova

Sapphire (white and gray
cat)

Bowl full of senior cat
Innova

A few scratches under
the chin

Trouper (tabby cat)

¥4 cup of adult cat Innova

k] housesitting - Microsoft Office Word 2003

Hi Rebecca:

- Here is the feeding schedule for our pets. We'll return the night of Ju
have any questions, please ask our neighbor Nikki (788-8732). Thank!

o

- Marning

Evening

Joss (black male
Standard Poodle)

1 V2 cups of adult Innova

1 V2 cups of adult Innova

Sneaker (white male
Standard Poodle)
[Sapphire (white and gray
cat)

rouper (tabby cat)

1 V2 cups of adult Innova
ull of senior cat

of adult cat Innava

1 ¥z cups of adult Innova

ratches under
18 CNIr

c 1
%a cup of adult cat Innova

©

Marning

@0

o : Joss (black male 1 % cups of adult
Click Standard Poodle) Innova
Sneaker (white male 1 % cups of adult
Standard Poodle) Innova

Click

=eE]l=m<
Sec 1 111

Page 1 At 28" Ln 11

Sapphire (white and gray | Bowl full of senior cat

A fe

72 start 5 Documenk2 - Microsof... cat) Innova the
Trouper (tabby cat) Yacup of adult cat Ya cup of adult cat
Innova Innava

To add a row at the end of the table, click anywhere in the lower-right cell in the
table, and press the Tab key.

To add a row in the middle of the table, first select the row below the location of the
new one by clicking to its left.

Click the Insert Rows button on the Standard toolbar to insert the row. (The Insert
Table button turns into Insert Rows when a row is selected.)

To insert a column, first select the column to the right of where the new one will go by
clicking at the top of the column when the mouse pointer changes to a black arrow.

©C00@

As you enter text in a table, you will almost certainly need to change its
structure. This task describes the most common adjustments you'll need to
make. As you experiment with these techniques, keep in mind that Word
does not prevent you from making a table too wide fo fit on the page. If
you're adding columns and increasing column widths, check Print
Preview periodically to make sure that the table isn’t running off the

page.

Table Off the Page?

If you have widened your
table too much, open the
Table menu, choose AutoFit,
and select AutoFit to

Window.
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HiRebecca

Here is the feeding schedule for our pets. We'll return the night of June 8%, If you
have any guestions, please ask our neighbor Nikki (788-8732). Thanks!

Morning

Morning

Evening

Joss (black male

Standard Poodle;

1 Va cups of adult Innova

Sneaker (white male
Standard Poodle)

T % cups of sdult nnova

Joss (black male
Standard Poodlg)

1 Y¥ecups of adult
Innova

1 ¥ cups of adult

||v1r|n\u:|

Innova

Sapphire (white and gray | Bowl full of senior cat
cat

Trouper (tabby cat; Ya cup of adult cat Innova

Sneaker (white
male Standard
Poodle)

1 Ve cups of adult
Innova

+

+

1 adult

<

Sapphire (white and
gray cat)

Bowl full of senior
cat Innova

A few scratches
under the chin

Q00

Trouper (tabby cat)

Yacup of adult cat
Innova

Yacup of adult cat
Innova

Worming

Evening

Joss (black male
Standard Poodle)

1% cups of adult

Innova

1% cups of adult Innova

Sneaker (white
male Standard
Foodlg)

1% cups of adult

Innova

1% cups of adult Innova

~Sapphire (white. and.
gray cat)

Bowl full of senior. | .

cat Innova

.

+

. B few seratches under the chin, |

Trouper (tabby cat)

Innova

Ya cup of adult cat Innova

Ya cup of adult cia%
l
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Click & Drag

tion.

Why Are All the Table Menu Commands Dim?
Most of the commands in the Table menu are active only when the inser-

tion point is in a table. If you notice that the commands are dim, it's a
sign that you accidentally clicked outside the table. Simply click inside

the table and then display the Table menu again.

Click
& Drag

Click the Insert Columns button on the Standard toolbar. (The Insert Table button
turns into Insert Columns when a column is selected.)

To adjust a column’s width, point to its right border and drag it to the desired loca-

To resize a row, point fo its bottom border and drag it to the desired location.

Deleting a Row

or Column

To delefe a row or column,
select it first (see steps 2 and 4),
and then open the Table
menu, choose Delete, and
choose Rows or Columns.
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Formatiting a Table

o housesitting - Microsoft Office Word 2003
Edt Wew Insert Format Tools Table Window Help

Hi Rebecca

Here is the feeding schedule for our pets. We'll return the night of June 8% If you
have any guestions, please ask our neighbar Mikki (78B-8732). Thanks!

= Joss (black male
- Standard Poodle)
. Sneaker (white male
- Standard Poodle)
: Sapphire (white and gray
- cat)
™= Trouper (tabby cat)
= Hi Rebecca
- Here is the feeding schedule for our pets the night of June B, If you
have any guestions, please ask our neighbg e —
| Table | - Eent...
Draw Table =% Paragraph...
ale 1 ¥acups of ad| _

Insett v [dle) Innova i=| Bullets and Numbering. ..

Delete 3 EIESEIE "lnnY;\E:ps ofa Borders and Shading...

Select 3 || Table full of ser| Columns...

= la
Merge Cells Colury p of adult Tabs...
1a
Split Cells... Row Drop Cap...
Split Table Cell Text Direction, .
| Table AutoFormat... Change Case...

AutoFit 3 Background

Heading Rows Repeat Theme...

Conwert » Frames [3

e, .

Sart... C I ICk AutoFormat...

Formula... Styles and Formatting. ..

Hide Gridlines Reveal Formatting...  Shift+F1

Table Properties... Object...
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Formatting a table involves changing the appearance of the text and
adding borders and shading. Be careful to select the exact cells that you
want to format before using the commands described in this task, and
remember that you can always click the Undo button in the Standard
toolbar if you make a change you don't like. To learn more ways to for-
mat a table, see “Adjusting the Appearance of Your Table” later in this
[ole]g

To change text formatting, select the cells you want to change (or some text within a
single cell) and then use the various familiar buttons on the Formatting toolbar.

To change the horizontal alignment of text within cells, select the cells and then click
the desired alignment button on the Formatting toolbar.

To change the border around the outside of the table, first select the entire table by
opening the Table menu, choosing Select, and choosing Table.

Next, open the Format menu and choose Borders and Shading.

Adding Shading to Cells
If you want to add shading to
some of the cells in your table,
select the cells, and then open
the Format menu and choose

Borders and Shading.
Click the Shading tab, click
the color you'd like to use, and

click OK.




Borders and Shading

Borders | Page Border || shading |

Setting: Style: Preview

A Click on diagram below or use
ii Nore = | buttons to apply borders

=1 T v .
al o
S5 Color: Borders | Page Border | Shading
rid Width — =T e A | Click on diagram below or use
— == " T buttons to apply borders
— MNone
. e R
Custom ——
CI|Ck Table — e

Box

= B
I[ Show Toolbar J [ Horizontal Line... J =11 al ——

Grid
Apply to:
S | Table - |
Options, ..
[
Morning Evening -
Joss (black male 1% cups of adult 1 Y cups of adult Innova
Standard Poodle) Innova .
Sneaker (white male 1% cups of adult 1% cups of adult Innova CI|Ck
Standard Poodle) Innova
Sapphire (white and gray | Bowl full of senior cat | A few scratches under
cat) Innova the chin
Trouper (tabby cat) Yacup of adult cat Yacup of adult cat
Innova Innova

Click the Grid option in the Setting area to change only the outside border, or All
to change all of the borders in the table.

Choose the desired options from the Style, Color, and Width lists.

Click the OK button, and then click to deselect the table.

Word applies the border options you chose.

0000

Moving and Resizing a Table

To move your table around on the page, use the small square that con-
tains a four-headed arrow, located just outside the upper-left corner of
the table (see the figure for step 1). Click on this square and drag the
table to the desired location. To resize your table, point fo the small

square just outside the lower-right corner, and drag diagonally up and
to the left to shrink the table, or down and to the right to enlarge it.
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Drawing a Table
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and Borders toolbar.

outside border of your table.
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the outside border of your table.

J No Border Lo |?ﬂﬂﬁ|%l El =

Tables and Borders

—

Click

2

o - i | = -

1% pt

If you want to make a complex table, you'll probably find it easier to
“draw” the table with your mouse than to use the Insert Table toolbar
button. In this task, you use the Draw Table button in the Tables and
Borders toolbar to draw the outline of a table and then fill in the rows
and columns. This method of creating a table is extremely flexible: If you
can envision a design for your table, you can almost certainly create it.

2 Y pt
apt
4 t4pt  E—

6 pt I

Click the Tables and Borders button on the Standard toolbar to display the Tables

Click the Draw Table button if it isn't already selected (pushed in). Your mouse
pointer will now look like a small pencil when it's over your document.

Click the down arrow next to the Line Style field and choose a line style for the

Click the down arrow next to the Line Weight field and choose a line weight for

Changing Line Appearance
To change the appearance of a
line after you've already drawn
it, select the desired options in

the Line Style, Line Weight,

and Border Color lists in the
Tables and Borders toolbar, and
draw the line again with the
Draw Table tool.
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: Butterflies and the Flowers and Plants That Attract Them
B Butterfly Nectar Plants Host Plants e
a Black Swallowtal | Butterflyweed, Phlox, Clover, Thistle | Parsley, Queen Anne's Lace L
= | Checkered Whie | Aster, Butteriyweed, Centaury Mustard, Tumip, Cabbage
B Clouded Sulfur Aster, Goldenrad, Phlox, Clover Clover, Alfalfa, Pea Family
= Small Copper Butterflyweed, Goldenrod, Yarrow Sheep Sorrel, Curled Dock
o Gray Hairstreak Goldenrod, Clover, Milkweed Hibiscus, Vetch, Claver, Mallow
'~ |Spring Azure Buckeye, Violet, Dandelion Dagwood, New Jersey Tea, Blueberry
B Painted Lady Aster, Cosmos, Thistle, Buttonbush Thistle, Mallow, Hollyhock
= Buckeye Aster, Coreopsis, Chicory Plantain, Snapdragon, Toadflax ¥
0 : Manarch Milkweed, Lantana, Liac, Zinnia Milkweed family

" =

outside border of your table.

the outline is the right size.

0000

Click the down arrow next to the Border Color button and click a color for the

improving the appearance of the text in your table, see the next task.

Hiding Lines

To hide a line in a table, first display the Line Style list and choose the
No Border option. Then click the Draw Table bution and drag over
the line. If you want to actually remove a line, merging the cells that
were on either side of it, see the next task.

Starting in the upper-left corner, drag diagonally down and to the right; release when

Word creates the outline of your table. Repeat steps 3-5 to choose what kind of lines
you want, and draw the internal lines in the table.

Click the Draw Table button to turn it off, and enter the text in the table. For tips on

A
End
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Adjusting the Appearance of Your Table

Butterfly Hectar Plants Host Plants

I‘ Black Swallowtail | Butterflyweed, Phlox, Clover, Thistle Parsley, Queen Anne's Lace

|

PRTN= R
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EREEE A = T

More Fill Colors...

e o Click
44l o] % LB O
= . e Al Z
. 4 =k SR ANR Butterflies and the Flower
Click

s and Plants That Attract Them

Butterfly Hectar Plants Host Plants

Black Swallowtail | Butterflyweed, Phlox, Clover, Thistle Parsley, Queen Anne's Lace

Io{[i | Tables and Borders

Checkered White | Aster, Butterflyweed, Centaury Mustard, Turnip, Cabbage

v X Clover, Alfalfa, Pea Family

ERirabies andborders -~ x|
B ﬁlﬁl” — u'-l 3 -:léiEl'—&' Sheep Sorrel, Curled Dock

E i i = EE M | %l ﬂ 22 Hibiscus, Wetch, Clover, Mallow
Spring Azure Buckeye, Violet, Dandelion Dogwood, New Jersey Tea, Blueberry
Painted Lady Aster, Cosmos, Thistle, Buttonbush Thistle, Mallow, Hollyhock

o Buckeye Aster, Coreopsis, Chicory Plantain, Snapdragon, Toadflax
Monarch Milkweed, Lantana, Lilac, Zinnia Milkweed family

Click (5=

becomes a black arrow, click once (or drag to select multiple

the Eraser button in the Tables and Borders toolbar.

©C00@

release the mouse button.

Regardless of whether you create your table with the Insert Table but-
ton or you draw it with the Draw Table bution, you can easily adjust
the table and the fext it contains with tools in the Tables and Borders
toolbar. In this task, you first learn how to select a single cell or group of

cells—an essential part of formatting cells in your table—and then you
practice using some of the most useful tools in the Tables and Borders
toolbar.

To select a cell, point just inside the left edge of the cell. When the mouse pointer

cells).

To add shading to a cell, select the cell, click the down arrow to the right of the
Shading Color button on the Tables and Borders toolbar, and click the desired color.

To remove a line in a table and merge the cells on either side of the line, first click

The mouse pointer becomes an eraser. Drag over the line to highlight it, and then

No Tables and Borders
Toolbar?

Remember that you can display
the Tables and Borders toolbar
at any time by clicking the
Tables and Borders butfon
in the Standard toolbar.
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~ Spring Azure Buckeye, Violet, Dandelion Dogwood, New Jersey Tea, Blueberry
' Painted Lady Aster, Cosmos, Thistle, Buttonhush Thistle, Mallow, Hollyhock
- Buckeye Aster, Coreopsis, Chicory Plantain, Snapdragon, Toadflax
B Manarch Milkweed, LantangLiloe Tinsia il e —
= t“‘g"'ld‘:"l"'l"'E"'l"'3"""'4"'|"'5"'\'A:
T &) ! T
- . Butterflies and the Flowers and Plants That Attract The
. R Butterfly Mectar Plants Host Plants
: fﬁ'fﬁ”_'l 3.I¥.|_ S —0
‘.7 R iz )= R EE 'J] | ﬂ llﬁ | - Tables and Borders Parsley, Quesn Anne's|
i [Tﬁt:fH — 'l 3 '[£'| | Mustard, Turmip, Cabha
- ; = . 5 & | = - Bt [ w B B —
- = j:lj | = a$ g4 uﬁ : S Clover, Alfalfa, Pea Farr CIick
o . m Small Copper Butterflyweed, Goldenrod, Yarow | Sheep Sorel, Curled Dc
: ,Vetch, Clover,
Butterflies and the Flowers and Plants That Attract Them —
d, New Jersey T
Butterfly Hectar Plants Host Plants m ¢

Click
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Black Swallowtail

Butterflyweed, Phlox, Clover, Thistle

Parsley, Queen Anne's Lace

£
Mallow, Hnllyhuru

n. Snapdracgon. T ¥

" Checkered White | Aster, Butterflyweed, Centaury Mustard, Turnip, Cabbage ]
E Clouded Sulfur Aster, Goldenrod, Phlox, Clover Clover, Alfalfa, Pea Family
E Small Copper Butterflyweed, Goldenrod, Yarrow Sheep Sorrel, Curled Dock
E Gray Hairstreak Gaoldenrod, Clover, Milkweed Hibiscus, Wetch, Clover, Mallow
; Spring Azure Buckeye, Violet, Dandelion Dogwood, New Jersey Tea, Blueberry
E Painted Lady Asgter, Cosmos, Thistle, Buttonbush Thistle, Mallow, Hollyhock
Buckeye Aster, Coreopsis, Chicory Plantain, Snapdragon, Toadflax
Monarch Milkweed, Lantana, Lilac, Zinnia Milkweed family

Wild Birds Unlimited. 3711 Harbor View Drive, Gig Harbor, WA 98332
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Making Rows the Same Height or Columns the Same
Width
If you want to make multiple rows the same height or multiple columns
the same width, select the rows or columns (see steps 2 and 4 of
“Adding, Deleting, and Resizing Rows and Columns” earlier in this part),

and then click the Distribute Rows Evenly or Distribute
Columns Evenly button on the Tables and Borders toolbar.

To change the vertical/horizontal alignment of text in your table, select the cell, click
the down arrow to the right of the Align button, and click the desired option.

To change the direction of text from leftto-right to either bottom-to-top or top-to-bottom,
select the cell and then click the Change Text Direction button one or more times.

Word applies the changes you've made. Make any further adjustments to your table
until you're satisfied with its appearance.




