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Microsoft Word 1 

 2 

Module 22 - Creating Tables in MS Word 3 

 4 

What is a Table? 5 

In MS Word, a table is like a grid made up of rows and 6 

columns, similar to a spreadsheet. It's used to 7 

organize information in a neat and structured way.  8 

 9 

Each row is a horizontal line, and each column is a 10 

vertical line. Where they intersect, you get cells, 11 

which are the small boxes where you can type or 12 

store information. 13 

 14 

Row - A row is a horizontal line of cells in a table, 15 

where each cell holds specific information. 16 

Column - A column is a vertical line of cells in a 17 

table, where each cell holds data of a specific type 18 

or category. 19 

 20 

6 Ways to Insert a Table in MS Word 21 

 22 

In MS Word 2010, there are Six different ways to 23 

insert a table: 24 

1. Grid table Insert Tab > Table Button: Click the "Insert" tab, then click the 25 

"Table" button to select the size of the table by dragging over the grid. 26 

2. Insert Table Insert Tab > Table Button > Insert Table Option: Click the "Insert" 27 

tab, then click the "Table" button, and select "Insert Table" to manually specify 28 

the number of rows and columns. 29 

3. Draw Table: Click the "Insert" tab, then the "Table" button, and select "Draw 30 

Table." You can then draw your table manually by dragging the lines. 31 

4. Convert text to table: Insert Tab>Convert text to table. 32 

5. Excel spreadsheet Insert Tab > Object > 33 

Microsoft Excel Worksheet. 34 

6. Quick Tables: Click the "Insert" tab, then the 35 

"Table" button, and choose "Quick Tables" to 36 

insert pre-designed table templates. 37 

 38 

Method 1 – Using Grid Table 39 

The "Grid Table Method" generally refers to a 40 

technique used for organizing and presenting data 41 

in a grid-like structure, typically in the form of 42 

rows and columns. This method helps in 43 
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comparing different data points, drawing relationships, and making it easier to 44 

analyze or visualize information. 45 

 46 

Method 2 – Directly using Insert Table 47 

"Insert Table" in MS Word is a feature that 48 

allows you to add a table to your document to 49 

organize information in a structured way. A 50 

table is made up of rows (horizontal lines) and 51 

columns (vertical lines), where each cell is 52 

formed by the intersection of a row and a 53 

column. 54 

When you insert a table, you can add data to 55 

each cell in a neat and clear format. This is 56 

helpful for things like lists, schedules, or 57 

comparing data. 58 

 59 

 60 

AutoFit Behavior 61 

 62 

 63 

 64 

 65 

 66 

 67 

 68 

 69 

 70 

 71 

 72 

 73 

Method 3 – Using Draw Table 74 

 75 

"Draw Table" in MS Word allows you to manually create a table by drawing the 76 

rows and columns with your mouse.  77 

 78 

It gives you the flexibility to customize the table's structure exactly as you want, 79 

rather than selecting a pre-defined grid. 80 

 81 

82 

Option Explanation 

Fixed Column 
Width 

Sets columns to a 
fixed width that 
doesn't change. 

AutoFit to Content Adjusts column width 
automatically based 
on content. 

AutoFit to Window Resizes columns to fit 
the width of the 
document window. 
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Method 4 – Using Convert Text to Table 83 

 84 

"Convert Text to Table" in MS Word allows you to 85 

quickly turn a block of text into a table. This 86 

feature is useful when you already have data 87 

separated by spaces, commas, tabs, or other 88 

delimiters and want to organize it in a table 89 

format. 90 

 91 

 92 

 93 

 94 

 95 

 96 

 97 

 98 

Different Options in Convert Text to table 99 

dialog Box 100 

 101 

 102 

 103 

 104 

 105 

 106 

 107 

 108 

 109 

 110 

 111 

Method 5 – Using Excel Spreadsheet 112 

An Excel spreadsheet is a type of document created in Microsoft Excel that 113 

allows you to organize, 114 

analyze, and store data 115 

in a grid of rows and 116 

columns. Each cell in the 117 

grid can hold different 118 

types of data like 119 

numbers, text, or 120 

formulas. 121 

 122 

It is used for tasks such 123 

as budgeting, data 124 

analysis, and creating 125 

Option Explanation 

Tab Separates the text into columns wherever there’s 
a tab space. 

Paragraph Separates the text into rows wherever there’s a 
paragraph break. 

Comma Separates the text into columns wherever there’s 
a comma. 

Other 
 

Allows you to specify a custom delimiter (like a 
semicolon or space). 
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charts. Excel also offers features like calculations, sorting, and filtering to help 126 

manage and work with large sets of data efficiently. 127 

 128 

Method 6 – Using Quick Table 129 

 130 

A Quick Table in MS Word is a feature that allows you to insert pre-designed, 131 

ready-to-use table templates into your document. These tables are pre-132 

formatted with designs that are useful for various purposes like calendars, lists, 133 

and schedules, saving you time from having to create a table from scratch. 134 

 135 

Applications of Tables in MS Word: 136 

 137 

We use tables in MS Word for several reasons: 138 

• Organize Information: Tables help organize and present information in a clear, 139 

structured format, making it easier to read and understand. 140 

• Comparison: They allow for side-by-side comparison of data, such as lists, 141 

schedules, or pricing details. 142 

• Alignment: Tables help align text, numbers, and other content neatly within 143 

rows and columns, ensuring consistent formatting. 144 

• Professional Appearance: Using tables gives documents a more professional 145 

and polished look. 146 

• Efficiency: Tables help present large amounts of data in a compact and 147 

efficient way, saving space while making the information more accessible. 148 

• Custom Layouts: They allow for customization of rows, columns, and cell 149 

formatting to meet specific needs. 150 

151 
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 152 

Assignment 153 

 154 

Make this following Table in MS Word 155 

 156 

 157 

 158 

 159 

 160 

 161 

 162 
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