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Test Series Microsoft Word

Module 24 - Cell Alighment, Delete Insert Rows and Columns in
Tables MS Word

Helping Tool of Table Layout Menu

Layout Menu

In Microsoft Word 2010, the Layout tab under Table Tools is specifically designed
to help you manage the layout and structure of your table. It appears when you
click inside a table and provides various options for adjusting the table's size,
alignment, and other features.
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In Microsoft Word, under the Table Tools > Layout tab, the Rows & Columns
group provides several tools to manage the rows and columns within your table.

This group allows you to insert, delete, and modify the structure of the table
R cfficiently.
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LAW Insert Rows and Columns: = Above Below Left Right
Entrance Fows & Columns -
Insert Above: Adds a new row directly above the currently selected row.
Insert Below: Adds a new row directly below the currently selected row.
MBA Insert Left: Adds a new column to the left of the currently selected column.
Entrance Insert Right: Adds a new column to the right of the currently selected column.
I:I Delete Rows and Columns:
= R""g::if:: e":""‘ * Delete Rows: Deletes the entire row(s) that you have selected.
= Delete Columns: Deletes the entire column(s) that you have selected.
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: Alignment Group
Test Series Alignment Grou
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In Microsoft Word 2010, the Alignment = = = ,
group is located under the Table Tools > =l =l = Di:;;ifm M;:fq':ns
Layout tab. This group provides options for Alignment

controlling the alignment of text within
table cells, as well as options for managing the orientation of text. Here are the
key features in the Alignment group:

Align Text:

This section allows you to control how text is positioned within a cell. There are
several alignment options to choose from:

e Top Left: Aligns the text to the top left corner of the selected cell.
e Top Center: Aligns the text to the top center of the selected cell.
e Top Right: Aligns the text to the top right corner of the selected cell.
e Center Left: Aligns the text to the middle left of the selected cell.
__ Banking & e Center Center: Centers the text both vertically and horizontally in the

DI PRI selected cell.
———— ¢ Center Right: Aligns the text to the middle right of the selected cell.
e Bottom Left: Aligns the text to the bottom left corner of the selected. cell.

e Bottom Center: Aligns the text to the bottom center of the selected cell.

c‘"';’::vg:"' e Bottom Right: Aligns the text to the bottom right corner of the selected cell.

SI:I Text Direction:

5 m LG C id This option allows you to change the orientation of the text inside a cell. You
5 LTI can rotate the text to vertical or other angled orientations.

e Rotate Text Up: Rotates the text 90 degrees to the right (vertical text).

W\ e Rotate Text Down: Rotates the text 90 degrees to the left (vertical text).
S PTT © Flip Text: Reverses the text-direction (turns it upside down).
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Cell Margin Table Options ? X
Default cell margins
MBA In Microsoft Word 2010, Cell Margins refer to Top [ ry [ Py P
AULLEEA the amount of space between the content of sottom: |0 . ;ight, o8 R
a cell and the borders of the cell itself. e :
Adjusting the cell margins allows you to pefoult cel spadng .
ETAYTIY control the padding within the cell, making L] Attow spacing betuween celi =
Services the text or other content inside the cell Options
0 more visually appealing and easier to read. b4 Automatically resize to fit contents
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Cell Size Group

Test Series = R S .
In Mi ft Word. the Cell [===] -;l_iJ Height: D17 - .:EE Distribute Rows
n Microso ord, the Ce
Size group is located under ﬁ'-'tvﬂ"'lt o) Width:  2.22° ¢ |t pistribute Columns
the Table Tools > Layout rall Sive

tab. This group contains
options that allow you to adjust the size of the cells in your table, including the
height and width of rows and columns.

Key Features of the Cell Size Group:

Height (for rows):

e Specify Row Height: You can set a specific height for the selected row(s).

e Automatically Resize to Fit Content: This option adjusts the row height to fit
the content inside the cells automatically.

e Minimum Row Height: This sets a minimum height for the row, ensuring that
the row doesn't become smaller than a certain height.

— Banking &

oty Width (for columns):

e Specify Column Width: You can set a specific width for the selected

column(s).

LN o Distribute Columns Evenly: This option ensures that all selected columns
AL have the same width.

State Govt A = §Hegnt 079
m gef,ic:s' § « AutoFit Contents: Adjusts the column widths so that JautoFit E e dhe 1205
the contents fit perfectly inside each cell. oy T T

e AutoFit Window: Resizes the entire table to fit the
window or page width, adjusting the column‘widths
accordingly.

¢ Fixed Column Width: Keeps the column widths
fixed, no matter how much content is in the cells.
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AutoFit Window

Entrance
Frezd Column Width
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Distribute Row & Column

Entrance

o¢ _ Distribute Rows/Columns evenly adjusts the selected rows or columns to ensure
10 they all have the same height or width, creating a uniform look for your table.
10
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Test Series Assignment
Make this Following Table in MS Word

123 Address Date: 81324
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Company Name
City, State, Zip

Insurance

g

Central Govt.
Service
1 Hem 1 g 500 § 5.00
I:I 1 Widget 2 § 200 % 2.00
m State Govt. L Gadget 3 s 200 § 2.00
Services 1 Tool 4 3 400 § 4.00
$ = S -
o LAW : - _
= Entrance
Subtotal ] 13.00
Tax 8.20%
Emgﬁce Balancedue $ 12.98
I:I Make all checks payable to <Company name>. Or submit payment via <Venmo> or <Paypal > account.
Railways & Metro -
Thank you for your business!

.Many more

abhyasonline.in

Corporate Office: ABHYAS ACADEMY, Near Govt. PG College, Ambala Cantt., Haryana (India)
www.abhyasonline.in @ (+91)94165-41198, 81689-25411

@ abhyasonline.info@gmail.com Follow Us: 'f y » E




