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Working with Tables in a Document (Part 2) 

A. NAVIGATING 
Action MS Word 2003/2007 

1. Jump from one cell to another  To move forward: Press Tab. 
 To move backward: Press Shift + Tab. 

 
2. Jump to the first or last cell in a row  To move to the first cell: Press Alt + Home. 

 To move to the last cell: Press Alt + End. 
 

3. Jump to the first or last cell in a column  To move to the first cell: Press Alt + Page Up. 
 To move to the last cell: Press Alt + Page Down. 

 
 

B. FORMATTING 
Action MS Word 2003/2007 

1. Split a table Place the insertion point/mouse pointer in the row above where you want the split to occur and 
press Ctrl + Shift + Enter. 
 
Note: If you’re at the beginning of the first table cell, this will insert a blank paragraph above the 
table. 
 

2. Add a row to the bottom of a table Place the insertion point/mouse pointer at the end of the last table cell and press Tab. 
 

3. Insert multiple rows/columns in a table Select as many rows/columns as you want to add, right-click and choose Insert then select on the 
following: 

 Insert Columns to the Left 
 Insert Columns to the Right 
 Insert Rows Above 
 Insert Rows Below 
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Word will add the new rows/columns depending on your selection.  
The new rows/columns will all be formatted the same as the first row/column in your selection. 
 

4. Move a row/rows up or down Select the row(s) you want to move then press Alt + Shift + up or down of the arrow key as many 
times as needed to move the selected row(s) to the spot you want. 
 

5. Automatically resize a column to fit its 
contents 

Double-click on the boundary to the right of the column you are resizing. 
 

6. Resize a column without affecting the table 
width 

 
 Drag the right boundary of the column you want to resize. Word will adjust that column and 

the one on its right but keep the table the same width. 
 Or hold down Ctrl + Shift as you drag the boundary. Word will change the width of the 

column to the left and resize the columns to the right proportionally, leaving the table width 
unchanged. 

7. Resize a column with more precision Hold down Alt as you drag a column boundary. Word will display the margins and column widths 
on the horizontal ruler. It will also give you finer control over the dragging process. 
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8. Insert a tab in a table cell 
Press Ctrl + Tab.  
           

 
We value your feedback. Please help us improve our ProductivI.T.y releases by filling out the “Serbisyong Bida” online survey form. 

You may also email your comments and suggestions to ict-process@pjlhuillier.com. 

Click here for back issues of ProductivI.T.y in MyLink. 
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