	
TABLE INSTRUCTIONS




	Desired Action
	Step 1
	Step 2
	Step 3
	Step 4

	Create Table
	Select Table
	Select

 Insert Table
	Select 

# of Rows and Columns
	Click 

OK



	Merge Cells

(Removes Vertical Lines)


	Highlight area
	Select Table
	Select

Merge Cells
	

	Split Cells

(Creates Vertical Lines)


	Highlight area
	Select Table
	Select

Split Cells
	

	Makes rows & columns all the same size


	Highlight area
	Select Table
	Select

 Auto Fit
	Select

Distribute rows or columns evenly

	Insert Rows or Columns


	Select Table
	Select Insert
	Select desired change
	

	Delete Rows or Columns


	Select Table
	Select Delete
	Select desired change
	

	Center Table Vertically
	Highlight Table
	Select File
	Select

Page Setup
	Select Layout Tab

Vertical Alignment = Center

	Row Height


	
Select Table
	Select

Table Properties
	
Click Row
	Specify Height

Toggle desired height

	Shading
	Highlight row or column
	Format
	Borders & Shading - click Shading tab
	Choose color

Ok

	Vertical Alignment for Rows
	Select Row
	
Select Table
	Select

Table Properties
	Select Cell Tab

	
	Choose Top, Center, Bottom
	Click

Ok
	
	


