More about tables 


Easy Table Selection

· Use Alt Click to quickly select a column 

· Use Alt Double Click to quickly select the whole table 

· New for Word 2000 is the handle at the top left hand corner of the table, which you can also click on to select the whole table

Enter to add a New Row

It’s easy to add a new row at the end of the table – you simply press tab in the last cell.  But a quick way of adding a new row in the middle of the table is to click just outside the table at the end of the row, and then press Enter

Quickly Split a Table

Press Control Shift Enter to quickly split a table into two separate ones

Headings

To get your table headings to automatically repeat when the table flows over several pages, select the row, go to the Table menu and choose Heading Rows Repeat
Move a Table

When you hold your mouse pointer over the table, a handle appears at the top left hand corner on which you can click and drag to move your table anywhere on the page!

Text next to a Table

With Word 2000’s Click and Type feature, it’s easy to type text next to a table.  Simply double click at the point where you would like to start typing, and your cursor will appear there for you.  Text wrapping options can also be set from the Table Properties… option in the Table menu

Change the Order of Rows

	Name
	%

	Bill
	6.9

	Bob
	17.2

	Brad
	7.05


To quickly change the order of the rows in your table, use Alt Shift ( and Alt Shift (.  This doesn’t only work in tables – it’s handy for paragraphs of ordinary text too

Decimal Alignment in a Table (see right)

I get asked this one a lot!  Type in your decimal numbers, making sure that they are left aligned.  Select the cells and click the tab icon at the very far left of the ruler until it changes to the decimal tab type.  Then click carefully on the ruler at the point where you want your decimals to line up.

Column Width

· Try double clicking on the column border to automatically resize the column to sensibly fit your text – this is useful when you have a very short column heading, or a paragraph of wrapping text

· Sometimes, when you are working with a table with many columns, some columns can disappear off the right hand side of your page.  If this happens, switch to Normal from the View menu and you will be able to drag your columns back again!  Alternatively, you can select your table and go to the Table menu and choose AutoFit and then AutoFit to Window
· We can all click and drag to adjust column widths, but did you know there are differences in the result depending on what keys you hold down when you drag?  Check out the following:

	Original Table
	Key held down
	Result

	Click and drag
to the right
	None

Shift

Control

Control & Shift
	
	Only the dragged line moves

The whole table extends to allow for the wider first column

The columns to the right of the adjustment shrink proportionately

The columns to the right of the adjustment become even in width
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