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MICROSOFT WORD
Open the microsoft word app to a
new docment 

FINDING THE INSERT TAB

AJUST 

CUSTOMISE

DATA

CREATING A TABLE ON
A WORD DOCUMENT 

On the top left hand corner select
the insert tab then select table.

this will then launch an option to
select the amount of rows and
columns by dragging the mouse.

below this option, there is also an
option for drawing a table. this
option can be used if you want a
table with more than  10 columns
and 8 rows.

once you have selected the amount
rows and columns for your table,
you can now enter your data. 


