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Creating a Table 

 

1. Click from the Insert tab/Tables group. 

2. On the grid, click on the last column and last row of the table you wish to 

create, for example, 3 columns and 3 row.  

   

   

   

 

 

When you’re clicked in a table, Table Tools appears on the top of the 

screen. Click it to view Table design and layout tools. 
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Adding a Sort Row 

If you create a table that you wish to sort, you’ll need to add a sort row. The sort 

row is the first row of your table that tells the meaning of the cells directly 

underneath them.  

District Salesperson Sale Goal 

   

   

1. Type the headers for the sort row. 

2. Highlight the first row of the table, which is the sort row. 

3. Click  from the Table Tools/Layout tab/Table Group.  

 

4. Click the Row tab from the pop-up screen. 

5. Click in the box next to Repeat as header row at the top of each page until a 

checkmark appears. 
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6. Click  

 

You change the look of the sort row by highlighting the sort row and 

RIGHT clicking to view the Format toolbar. 

Sorting a Table 

In Word you can only sort by three fields, in Excel, you can sort by as many fields 

as required. If you need to sort and filter, use Excel. Excel worksheets can be 

inserted into a Word document. To do so, click the Insert tab/Text group. Then 

click  

District Salesperson Order Amount 

East Joe Reynolds $33,000 

West Robin Sykes $55,345 

South Dina Clark $43,567 

North Ben Stopple $56,383 

1. Click the table. 

2. Click  from the Table Tools/Layout tab/Data Group. 
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3. Make sure that My list has Header row is selected; otherwise, the header row 

will be sorted into the list. 

4. Click the down arrow under Sort by to add sort criteria. You can only have 

three sort criteria. 

5. Click  after you have added all the sort criteria. 

District Salesperson Order Amount 

East Joe Reynolds $33,000 

North Ben Stopple $56,383 

South Dina Clark $43,567 

West Robin Sykes $55,345 

Inserting a Table 

 

1. Click Insert Table from the Insert tab/Tables group. 

 

2. Type the number of columns and rows 

or use the arrow keys. 

3. Complete as much of the form as you 

desire, and then click  
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Eliminating the Table Border 

 

1. Highlight the table 

2. RIGHT click the table. 

3. Click No Border from the pop-up screen 
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Using a Table to Align Text and Graphics 

1. Create or draw a table. 

  

2. Click a cell, for example the left cell. 

3. Insert a picture by clicking the Insert tab/Illustrations group and selecting 

Picture or Clip Art.  

5. Type text in the right cell. 

 

Screech 

Owl Moon 

6. Highlight the table. 

 

7. Click Table Tools/Design tab/Table Styles group.  

8. Click  

9. From the drop-down menu, click No Border. 

 

You’ll notice that many templates that you can download from the 

Microsoft website use tables for alignment.  
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Troubleshooting 

 To make your table standout, format it by adding shading or distinct borders. 

Click the table formats that appear in the Table Tools/Table Styles group  

 To navigate within a table, press the Tab key on the keyboard. 

 To indent within a table, press the Ctrl key and at the same time press the Tab 

key 

 To add rows to the end of table, press the Tab key on the keyboard. 

A row is breaking in an undesirable place. 

1. Highlight the row(s) that are troublesome. 

 

2. Click  from the Table Tools/Layout tab/Table Group.  

 



Word 2007: Tables -- continued 

 

Rev. A 05/20/2013 ©Downers Grove Public Library  Page 9 of 13 

 

3. Click the Row tab from the pop-up screen. 

4. Click in the square next to Allow row to break across pages until the 

checkmark disappears. 

5. Click  

The table borders were eliminated. I cannot see where the table begins or 
ends. 

 

1. Click the table. 

2. Click  from the Table Tools/Layout tab/Table Group.  

 

This is a toggle key. When it’s on it’s on. From now on you’ll see a 

broken, blue line around the table where the lines should be.  

To turn View Gridlines off, click  once. 
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How do I insert a clip art or a picture into a document? 

Clip Art 

 

1. Position the cursor where you’d like to insert a picture. 

2. Click Clip Art from the Illustration group. 

3. From the drop-down box, click Insert Clip Art. 

4. The Clip Art Task Pane appears on the right-side of the screen.  

5. Type a keyword(s) in the box under Search for.  

6. By clicking the down arrows and clicking in the boxes you can tell the system 

where to search and limited media searched. 

7. To accept the selection, click the Enter key on the keyboard or   from the 

Task Pane. 

Task 

Pane 
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8. Click a picture from the Task Pane to insert it into a document. 
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Picture 

 

1. Click Picture from the Insert Tab.  Note: A faster way to insert a picture is to 

add the picture icon to the Quick Access Toolbar.  

 

2. Find the picture from 

the computer or a 

network drive. 

3. Click the picture 

4. Click  
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Picture Tips 

 To resize a picture, click on it. Handles 

appear. Position the cursor on the corner  

handles until a two-headed arrow ↔ 

appears. Hold down the LEFT mouse 

button and drag it in or out. Dragging 

from the side handles distorts the picture.  

To keep the center of an object in the same place, hold down Ctrl while 

dragging the mouse.  

 To maintain the object's proportions, hold down SHIFT while dragging the 

mouse.  

 To preserve the proportions while keeping the center in the same place, hold 

down Ctrl and Shift while dragging the mouse. 

 To center a picture, click the picture and press the center button on the Home 

tab. You can also right align and left align. 

 

  

 

 


