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Making Tables 1n Word 2007

There are several ways to make journal quality tables right in your Word document. This
handout will outline sevendifferent ways to produce tables in Word. The integrated nature of
Excel and Word creates opportunities for several table-making options in Word. There are
advantages and challenges to each strategy. We recommend Example3, because it is the most
general and easy to use. At the end of the document we discuss how to align the decimal

points in your table.

Example 1 Embedding an Excel file into a word documetiie first example will

use an Excel table and embed it into the Word document.

Create your table in Excel.
Select the table and copy.

Go to Word and put the cursor where you want your table.

A w0 D oF

Click on Paste — Paste Special — Microsoft Office Excel Worksheet Object.

Results: Your table looks like a picture and you can change the size of it as such (see below).

However, if you double-click on the table, it will turn into a spreadsheet in the Word document.

Variables Model 1 Model 2 Model 2
Education level 22.80 *** 16.45 *** 12.56 ***
Parity 3.67 ** 277 * 1.22
Race 1.89 0.97
Race*Edu level -4.3]1 ***

Note. If the preference is to work with a Word table rather than an Excel object, then in step 4
select Pasteinstead of Paste Specialnd the table will be inserted as a Word table. This can be

more useful because it is easier to format and align decimals in Word compared to Excel
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he other six ways are done directly from Word

T
i : A All six methods can be accessed using the

N

fip) i 9

S ome Insert Table — Table, shown below.

j:::;:j: j (] jij F_}) EE The first of these methods looks like an Excel

S pagepreak | o | e Gl Shapessmat | gpreadsheet which is easily modified from Word.
Pages Tables lilustrations The other five methods utilize either predefined

[ol CosK e table templates or draw a table.

Insert a TableTable Templates

Example
option for

Insert Page Layout References

2-1aAy3a 22NRQa 9L
making tables '

2. Click on Tables — Excel spreadsheet

‘ 1. Goto the Insert Tab on your Word Toolbar

3

4.

Create your table as you Would\
in Excel

While the spreadsheet is active,
click the view table on the Word
G222t o0l N FyR dzy
Move your mouse to anywhere
that is NOT on the table and the

\mble will appear in word /
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j Draw Table
-§ Excel 5 dsheet
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] Quick Tables ¥

Result Your table should
look like a normal table that
you copied and pasted from
Excel.
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Insert a Table Table Templated O2 Yy 1 QR 0

Example 3| a Ay 3
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1. Goto the Insert Tab on your Word

Toolbar

2. Click on how many rows and

columns you want
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Table Picture Clip Shapes SmartArt Chart
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4x5 Table
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Hyperlink Bookmark Cross-reference | He
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Insert Table...

Draw Table

Excel Spreadshest

El & B E

Quick Tables 3

Variables

Model ll’ﬁﬂ
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Table Picture  Clip
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References

bal B8 [P X

Page Layout

Shapes Sma
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4x5 Table
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/|/3. Type in desired data.
/\

Education level

22.8%%*

Parity

3.67%*

Race

Race®*Edu level
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Result This will produce a grid which can be further
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customized.

Insert a Table Table Templated O2 y 1 QR feak

Example 4 - | aAy 3

command

could also be used.

Alternatively the Insert Tableoption

Table size
Mumber of columns:

Mumber of rows:

)

AutoFit behavior
* Fixed column width:  [Auto
i~ AutoFit to contents
™ AutoFit to window

[T Remember dimensions for new tables

K I Cancel

2 2 NRQa

Insert Page Layout

Variables Model 1|
Education level 22.8%%*
Parity 3.67%*
Race

Race*Edu level
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i Excel Spreadsheet

x| Ex preadshee
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Specify the desired numbers of
columns and rows.

2. Type in desired data.
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References

d BY P X

Insert Table

Art "

T InsertTable...
j Draw Table

il [+

| | Execel Spreadsheet

T Quick Tables 3

l

Ciip shapes sm: Example 5! a A y 3
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Insert a Table Table Templateé O2 y (1l QR 0

1. Click where you want to insert a table.

2. Onthe Insert tab, in the Tables group, click Table

then point to Quick Tables.

3. Click the table that you want
from the list of Built-Ins.
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Table 1
New students Graduating students Change
Variables Model 1 Undergraduate
Education level 22.! 110 103 +7
Parity 223 214 -8
Race 197 120 +77
Racesmhve' 134 121 +13
202 710 8
Oak Institute 202 24 ) . —
Source: Fictitious data, forillustration purposes only a3 HAme: fiew =
5 Gallery: ITabIes j
. _ g Category: IGeneraI j
FaAy3a 22NRQa vdza O =3 peserpion
- RIS 998 = '
002 y. uQRU Istration purposesonly Save in: IBuiIding Blocks, dotx j
Options: IInsert content in its own paragraph j
A very useful feature of quick tables is x| cenee |
that if you modify one of the existing
template tables and wish to use it throughout the rest of the document or want it for other
documents you can save it by adding to the quick table gallery.
1. Click in the table that you want to add.
2. Under Table Tools, click the Layout tab.
3. In the Table group, click Select, and then click Select Table.
4, On the Insert tab, in the Tables group, click Table.
5. Point to Quick Tables, and then click Save Selection to Quick Tables Gallery.
6. Fill out the information in the Create New Building Block dialog box:
¢ Name Type a unique name for the building block.
e Gallery Select Tables from the list.
e Category Select a category, such as General or Built-In, or create a new
category.
e Description Type a description of the building block.
e Save in Click Building Blocks in the list.
6
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Create a Table Draw a table or Convert text to a table
Example6! Ay 3 22NRQaA 5Nl g ¢FofS O2YYlIYR

v

ert Page Layout References
—— | B@ ) .
| ] o ;JJ L‘>-J/ 2 / \
Table!||| Pictute Clip. Shapes Sm: You can draw a complex table 8 for example,
™ Art ¥ one that contains cells of different heights or a
4x5 Table varying number of columns per row.
I | O I I [
110101000000 Click where you want to create the table.
| I I
DDDDDDDDDD 1. Onthe Table tab click on Draw
|| I I I Table.
| I I I
0000000000 %
| O
] Insert Table...
_-_/J Draw Table ’ﬁ‘;
;
- Shatolinl s 1. To define the outer table boundaries,
| & Quick Tables draw a rectangle.
AAAAA g R -
yd
2. Then draw the column lines ‘ 3. Then draw the row lines
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Example? aAy 3 2 2NRQA

Variables, Model 1, Model 2, Model 3
Education Level, 22.8%**, 15.45%**, 12.56* %=
Parity, 3.67%%,2.77%,1.22
Race,,1.89%,0.97

Race*Edulevel, ,, 4.31%**

4. Onthe Insert tab, in the Tables
group, click Table, and then click
Convert Text to Table.

Model 1, Model 2, Model 3 2]
Level, 22.8%%*, 16.45%+* 12,5 1o0e 5
Number of columns: |4 E‘
J*E2.77%,1.22 Numnber of rows: IS E‘
AutoFit behavior

9%,0.97

% Fixed column width:  [Auto

level,,, 4.31%** " AutoFit to contents

€ AutoFit to window

Separate text at

" Paragraphs % Comrnas<
" Tabs " Other: I—_
oK I Cancel |

Result:See table on next page
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commas or tabs d to indicate where
you want to divide the text into columns.
Use paragraph marks to indicate where
you want to begin a new row.

2. For example, in a list with two words on
a line, insert a comma or a tab after the
first word to create a two-column table.

3. Select the text that you want to convert.

N

Insert

References Review

B2 Q

Clip Shapes Smartart Chart Hyperlink B
Art =

Page Layout Mailings

==Y

Table Picture

Insert Table

0 v o
0000000000
0000000000
0000000000
0000000000
0000000000
0000000000
0000000000

j Insert Table...

pints, source

Diraw Table

=3\ Conyert Text to Table...

—Fﬂl Excel Spreadshee
| Quick Tables

Convert Text to Table

Separate the contents of one Excel
cell into separate columns,

For example, you can separate a
i arate

5. Inthe Convert Text to
Table dialog box, under
Separate text at, click the
option for the separator
character that you used in

the text.

_

1. Insert separator characters & suchh

_/


javascript:AppendPopup(this,'IDH_wddefSeparatorCharacters_1_1')
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Variables Model 1 Model 2 Model 3
Education Level 22.8%%* 16.45%=* 12.56%**
Parity 3.67%* 2.77% 1.22
Race 1.89* 0.97
Race*Edu level 4.31%%*

Alignment ofDecimal Points

(On) 9~ -
1. On the left hand side of the top ruler you will _%/ Home Insert
see a button that looks like an L. Thisis the

tab button.

(=L ok

Faste o
- j Format Painter

Clipboard I

mn ".__ |.H II} -
ﬂ 1

— Home In:
j Copy a) Click (3 times) on it until you see and upside
Faste o Farmat.Baif down T with a dot on one of the arms.

Clipboard
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Clipboard ] Font ] Paragraph ]

L B :: S B
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i

s Model 1 Model 2 Model 3
22.8%** 1p5.45%** 12.56%**=

: tion level
/ 3.67%% 2.77* 1.22
b) Highlight the column that has your figures 1.89 0.97

and then click on the top ruler about where el 4.317%*
you want the decimal point to show in your
table. All the decimal points should now
align.

N S

Design and Layout of Tables

\

You will need to know where the Design

x = Microsoft Word Table Tools

Mailings Review View Design Layout

and LayoutTable Tooldabs are when

E MR =Rt X AP

i

AaBbCcDdE| AaBbCcl
A @ EEFTFEEIIE IO . T Normal | TNo Spa

working on the design and structural

layout of a table. The Designand Layout
— tabs are only visible after you have

i

clicked inside of a table, and appear at

(djustments can be made to the table by \ Qtop of the screen on the ribbon. /
adding columns, rows, merging cells, adjusting

the height and width of cells, text alignment

@ng other things.

(Oa)\ d 2 - = Documentl - Microsoft Word
=
- Home Insert Page Layout References Mailings Review View Acrobat Design Layout
(=7 ! A = = == = — F = A
ZE @ N EEEE FHES H (e mmees T35 A5 [ 4 By £
Select  View Properties | Delete | Insert Insert Insert Insert Merge Split  Split AutoFit ;j:’u‘."\dth: 166" : 'L"Distributec-:ulumns Text Cell Sort Repeat Convert
- Gridlines - Above Below  Left Right Cells Cells Table - = = = Direction Margins Header Rows to Text
Table Rows & Columns e} Merge Cell Size L Alignment Data
[c] 1||1|(||_§|;(_\,'
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Mam things to remember \

e You will have to merge the top cells if your title is long
0 Highlightthecells  rightclick  merge cells
e You will have to get rid of the gridlines
o Highlight the entire table (& ] ||| rromar [1o spaci.
0 Click on the No Boarder button (also found ! Bottom Border |
under the design tab i

| 7| Top Border

. . i | Left Border
You then should have a journal quality table. Right Border

K /\ 7™\ No Border

All Borders

Catside Borders

= [nside Borders

For more help on making journal quality tables, come down to the Cent

for Family and Demographic Research in 5 Williams Hall.
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