
Complete project in order! 

Tables Project 
 

 Open your header file.  Save it again with the file name ‘Table’. 

 Change the page orientation to landscape.  [Layout > Orientation > Click on 

‘Landscape’.] 

 Insert a table with 5 columns and 5 rows.  [Insert > Table > Choose number of 

columns and rows.] 

 Put in the following information: 

 Insert a column AFTER the Cost column.  Name the new column ‘Sale   

       Price’.   Insert the information to the right 

    Delete the ‘Replacement Date’ column. 

Insert a row after ‘Keyboard’.  Type in ‘Speakers’ with the following information.  

Sony - SRSXB22/B       $99.99   $79.99 3/15/2020 

 The keyboard comes with your computer purchase so delete the  

       ‘Keyboard’ row. 

 Adjust the column widths to closely fit the text without using 2 lines. 

 Center the text in the ‘Cost’ column. 

 Insert a row at the top of the table for the table name. 

 Merge the cells in the top row into 1 cell. 

 Add a title in the top row and call it ‘Computer Purchases’. 

 Center the text in the top cell. 

 Make the table title Bold. 

 Make the title of the table size 18. 

 Insert a picture of a computer in the top row.  Resize it using the 

corners tags. 

 Make the background of the top cell yellow. [Highlight cell > Table 

Tools – Design >   

    Shading > Choose color) 

 Equipment Model Cost Purchased Replacement Date 

Computer HP 460-P274 $499.99 6/1/2019 5/31/2024 

Monitor Samsung C24F390  $149.99 7/5/2015 7/4/2023 

Keyboard Logitech 920008671 $39.99 12/15/2016 12/14/2028 

Mouse Logitech 910004842  $27.99 10/1/2017 9/30/2021 

Sale Price 

$300 

$120 

$20 

$22 

_____ I can select and use basic word processing tools. 

 



 Go over your project carefully, looking for spelling, capitalization and each step is 

included.  Print your table project and turn it into the basket for it to be graded. 

  



 

   

                    

                Working With a Table    
  

How to: 

Insert a table Click where you want 

the table to be. 

On the toolbar, click 

on  ‘Table’,  ‘Insert’ 

then ‘Table’. 

Choose the number 

of columns and rows.  

Click ‘OK’. 

Formatting a table Click on ‘Table’.  Click on Table  

‘Auto Format’. 

Choose style of table 

you would like.  Click 

‘OK’. 

Centering text Select text in cell. Click on centering  

icon on Toolbar.  

Inserting columns Click cursor in the cell 

to the right of where 

you want the new 

column to be. 

Click on ‘Table Tools’ 

> ’Layout’.  

Choose ‘Insert left or 

right’.  

Inserting rows Click cursor in the cell 

beside where you 

want the new cell to 

be. 

Click on ‘Table Tools’ 

> ’Layout’.  

Choose ‘Insert above 

or below’.  

Deleting rows and 

columns 

Click cursor in the row 

or column you want to 

delete. 

Click on ‘Table 

Tools’. 

Delete     ,  

Column or row.   

Changing column 

width 

Position mouse over 

right edge of column 

you want to change.  

Drag column edge to 

new position.  A line 

will show you the 

new position. 

  



Changing row 

height 

Position mouse over 

bottom edge of row 

edge you want to 

change. 

Drag column edge to 

new position.  A line 

will show you the 

new position. 

  

Split cells Click on the cell you 

want to split 

Click on ‘Table Tools’ 

and then ‘Split cells’. 

Type in the number 

of cells or columns 

that you want to split. 

  

Click ‘OK’. 

Merging cells Select the 2 or more cells you want to put 

together. 

Click on Table Tools 

>Layout > and then 

‘Merge cells’. 

Coloring the 

background of  

a cell 

Select area or cell.  Click on ‘Table Tools’, > 

’Design’ > ‘Shading’ > Select color you want 

to use. 

Click ‘OK’. 

Changing the font 

within a cell. 

Select font in cell. Select font style, 

size, color as we 

normally would. 

 

 

 


