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Basic Computing

Creating Tables

There are different ways of creating tables. One main way is to use the Table option on the menu bar. To do so:
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1. Click on Table.

2. Select Insert Table


3. You will see the following box:

4. In the box next to Number of columns, type the number of columns required.



5. In the box next to Number of rows, type the number of rows required.


6. Click Ok.

Exercise 1

Create the following table:

	Products Sale
	
	

	Month
	January
	March

	Trousers
	120
	143

	Shirts
	80
	87


Exercise 2

Create another table:

	FEATURE
	FONT 
	STYLE
	ALIGNMENT

	Main Title
	Sans Serif
	Bold, capitals and framed by a box
	Centred across all columns that contain data

	Column Headings
	Serif
	Bold
	Horizontal:     Centre

Vertical:          Centre

Apply text wrap


To re-size columns:

1. Click anywhere in the table 


2. Use the boxes (boundaries) on the ruler

3. Hold the left mouse button and drag it to change the size of the column to your required size.

To re-size rows:

1. Click anywhere in the table 

2. Use the boxes (boundaries) on the left ruler

3. Hold the left mouse button and drag it to change the size of the column to your required size.

Exercise 3

Create another table and change the size of the columns to fit all in one line:

	UK AIRPORT
	DESTINATION
	DEPART DAY

	East Midlands
	Faro, Palma, Gerona, Malaga
	Thursday

	Manchester
	Faro, Palma, Alicante, Malaga
	Wednesday


Exercise 4

Create another table:

	Name of Tour
	Price
	Hotels

	Southern Country Houses
	350
	Hastings

Southampton

Exeter

	University Highlights
	254
	Bath 

Taunton

Plymouth

Truro


Inserting a Row

· If you want to add another row at the end of the table, just click in the last cell and press the Tab key.

· Otherwise:

1. Position the mouse pointer where you want to have the new column or row.

2. Select Table from the Menu Bar
3. Click on Insert Rows
Inserting a Column

1. Highlight the column after the one you want to insert the new column.

2. Select Table from the Menu Bar
3. Click on Insert Columns (In the latest computers, you will be prompted for where you want the column to be inserted ie. Before of after the highlighted column)



Exercise:Creating Tables

