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Slide 1
Text Captions: Creating a table in Word 2007

Using a table style

Design and layout in tables
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InsertTab
Text Captions: In Word 2007, all the Table options are grouped together under the 'Insert' tab, including a variety of design styles. 

Click the 'Insert' tab now to see them.
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InsertTabCaption
Text Captions: Click the Insert tab
In Word 2007, all the Table options are grouped together under the 'Insert' tab, including a variety of design styles. 

Click the 'Insert' tab now to see them.
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TableButton
Text Captions: Pointing the mouse at the 'Table' button, as we have done here, displays an extended tooltip explaining its function.

Next, click the 'Table' button to see the options.
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TableButtonCaption
Text Captions: Pointing the mouse at the 'Table' button, as we have done here, displays an extended tooltip explaining its function.

Next, click the 'Table' button to see the options.
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CreateTable
Text Captions: The Insert Table options appear. (Notice that the choices include "Quick tables" - formatted tables that include calendars, etc.)

Point the mouse at the 4 x 3 square to see a preview of the table.

Then click the square to create the table.
Click the 4x3 square to finish creating the table. 
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CreateTableCaption
Text Captions: The Insert Table options appear. (Notice that the choices include "Quick tables" - formatted tables that include calendars, etc.)

Point the mouse at the 4 x 3 square to see a preview of the table.

Then click the square to create the table.
Click the 4x3 square to finish creating the table. 
Try again...
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MoreButton
Text Captions: The table appears in the document, and two new On-Demand tabs appear on the Ribbon - Design and Layout.

The 'Table Styles' section includes arrows to scroll the list of styles.  Click the bottom 'More' arrow to display more styles.

TABLES
Word 2007 in 30 Minutes - Legal Documents




			


MoreButtonCaption
Text Captions: The table appears in the document, and two new On-Demand tabs appear on the Ribbon - Design and Layout.

The 'Table Styles' section includes arrows to scroll the list of styles.  Click the bottom 'More' arrow to display more styles.

Click the More button to see more table styles
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TableDesign
Text Captions: Word 2007 includes a wide variety of table styles.  Notice that, when we pointed to a particular table style, a preview appeared in the document.

Click the indicated table style to format the table in the document.
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TableDesignCaption
Text Captions: Click this table design
Word 2007 includes a wide variety of table styles.  Notice that, when we pointed to a particular table style, a preview appeared in the document.

Click the indicated table style to format the table in the document.
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LayoutTab
Text Captions: More options are available on the 'Layout' tab.  To see them, click the 'Layout' tab now.
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LayoutTabCaption
Text Captions: Select the Layout tab
More options are available on the 'Layout' tab.  To see them, click the 'Layout' tab now.
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Slide 14
Text Captions: These special 'Table' tabs are only visible when the cursor is in the table.

Take a moment to notice the useful options on the 'Layout' tab.
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Slide 15
Text Captions: Creating a table in Word 2007

Using a table style

Design and layout in tables
YOU HAVE COVERED:
TABLES IN WORD 2007
WORD 2007 in 30 MINUTES
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