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Add rows and columns - Delete rows and columns -
Align rows and columnsevenly in the Word table

The following article details how to Add rows and columns - Delete rows and columns - Align rows and
columns equally in Word table

Y ou often have to work with tables in Word. Y ou are annoyed that the column and row widths in the table do
not align equally easily as in Excel. The following article details how to Add rows and columns - Delete rows
and columns - Align rows and columns equally in Word table

1. Add rows and columnsin the Word table

- Add columnsin Word:

+ To add a column to the table, select the column next to the position of the column to be inserted -> on the
layout tab -> Insert Left (insert the column to the left), if you want to choose to insert the column to the right of
the selected column, click L eft Right. For example, here | choose the left of the selected column:

H -0 = Documentd - Ward Table.. Signin Ea) = [E]

File Home| Inser‘t| Design | Layoutl Reiggen s| Mailings| Review | View| Design Q@ Tellme P+ Share

- Gl ; 21 0.7 =
[} Select [ Draw Table x “ - Insert Below E r:,[l 0.72em EE = EIQE
[ View Gridlines DEraser St e -‘EI Ins-Lef't s “., 327ecm LM Himra e
FE Properties = Above [ Insert Right - ﬁnutoFit' - -
Table Draw Rows & Columns [F1 Cell Size M ~
L1l B -|-1-|ﬂg-|-3-|-4-|-§ 1 Insert Columns to the Left cr 12 1300 14 ELS. )« 16
Add a new column directly to the
- left of the current column.
i cach thém hang, cét - X6a hang, ¢t - Can chinh hang,
“ cot déu nhau trong bdng Word
2 #
Cot1 Cot2 Cot3 Cot4 Cots

@
@

Page 1 of 1 28words  English (United States)

ThuThuatPhanMem.vn
sl 1

B - +  104%

+ Results of inserting the column to the left of the selected column:
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- Add rowsto atablein Word:

+ Select row position next to row position to insert -> Layout -> Insert Above (insert above selected row) or
select Insert Below (insert position below selected row) for example here choose insert above selected row:
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+ Result of inserting the row above the selected row:
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- Alternatively, you can choose to insert rows and columns by right-clicking the position next to the column
(row) you want to insert -> select Insert -> Insert Column to the Left / Right (or insert rows select Insert
Rows Above or Below) depending on where you want to insert:
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2. Deleterows and columnsin the Word table

- Todeletearow, do thefollowing:



+ Select the row you want to delete -> L ayout -> Delete -> Delete Rows:
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- To delete a column, do the same thing:
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- In addition, to quickly delete, you right-click on the position of the column or row you want to delete -> Delete
Rows or Delete Columns (delete columns):
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3. Line up the columnsevenly in theWord table

- For example, a data table with uneven rows and columns:
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- Make aligning rowsin thetable evenly by:

+ Select the entire data table to align the rows -> on the L ayout tab -> Distribute Rows:
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+ Results of the rowsin the table are evenly aigned:
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- Also you can aign rows in the table evenly by right-clicking the table -> select Distribute Rows Evenly:
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- Perform alignments of columnsin thetable evenly by:

+ Select the entire data table to align columns evenly -> on the L ayout tab -> Distribute Columns:
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- Alternatively, you can align the column evenly by right-clicking on the Distribute Rows Evenly menu :
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- Result of the columns are aligned evenly in the table:
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Above is adetailed guide on how to add rows and columns - Delete rows and columns - Align rows and columns
evenly in Word version 2016. Wish you success!

Y ou finished reading the article "Add rows and columns - Delete rows and columns - Align rows and
columnsevenly in theWord table" edited by the TipsM ake team. We hope this article has provided you with
many useful tech tips and tricks. Y ou can search for similar articles on tips and guides. Thank you for reading
and for following usregularly.
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