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Insert Table: 

Microsoft Word 2016 

 

The best way to add a table in your Word 2016 document is to use one of 

Word's table creation commands. The commands build a custom grid of 

rows and columns. click the Ribbon's Insert tab. In the Tablets group, the 

only item is the Table button. Click that button to see the Table menu, as 

illustrated here. 

 

 
The best way to make a table in Word is to use the grid on the Table button's 

menu, as shown in the figure. Follow these steps: 

• Click where you want the table in your document. 

• Click the Insert tab. 

• Click the Table button. 



Optics Department Computer Application/First Stage 

Asst.Lec: Mohammed Qasim Alazzawi 3 

 

 

 

• Drag through the grid to set the desired number of rows and columns. 
 
 

• You don't need to be precise; you can always add or remove rows or 

columns later. In this figure, a four-column-by-three-row table is 

created 

• Release the mouse button to begin working on the table. 

• To enter text, place the insertion point in any cell, then begin typing. 
 

 
• To navigate between cells, use the Tab key or arrow keys on your 

keyboard. If the insertion point is in the last cell, pressing the Tab key 

will automatically create a new row. 
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To add a row or column: 

• you can right-click the table, then hover over Insert to see many row 

and column options. 
 

To delete a row or column: 

• Place the insertion point in the row or column you want to delete. 

• Right-click, then select Delete Cells from the menu. 
 

• A dialog box will appear. Choose Delete entire row or Delete entire 

column, then click OK. 

• The row or column will be deleted. 
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To Merge Cells in a Table: 

1) Select the cells that you would like to merge in the table 

2) Click on the Layout tab under Table Tools 

3) Click the Merge Cells button in the Merge group 
 

Splitting Cells 

• Select the cell you want to split. 

• Right click within the selected cell » select Split Cells... The Split 

Cells dialog box appears. 

• In the Number of columns and/or Number of rows boxes, type or use 

the buttons to select the desired number of rows and/or columns. 

• Click OK. 
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Format painter 

Select the text or graphic that has the formatting that you want to copy. ... 

On the Home tab, click Format Painter. ... 

Use the brush to paint over a selection of text or graphics to apply the 

formatting. 
 

Setting a Background Color 

1. Select the “Design” tab. 

2. In the “Page Background” area, select “Page Color “. 

3. Choose a desired color 
 

insert a picture from a file: 

we'll insert a picture saved locally on our computer. 

1. Place the insertion point where you want the image to appear. 

2. Select the Insert tab on the Ribbon, then click the Pictures command. 
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3. The Insert Picture dialog box will appear. Navigate to the folder 

where your image is located, then select the image and click Insert. 
 

4. The image will appear in the document. 

To crop an image: 

When you crop an image, part of the picture is removed. Cropping can be 

useful if you're working with an image that's too big and you want to focus 

on only part of it. 

1. Select the image you want to crop. The Format tab will appear. 

2. From the Format tab, click the Crop command. 
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3. Cropping handles will appear on the sides and corners of the image. 

Click and drag any handle to crop the image 
 

4. To confirm, click the Crop command again. The image will be 

cropped. 

To Crop an image to shape 

1. Select the image you want to crop, then click the Format tab. 

2. Click the Crop drop-down arrow. Hover over Crop to Shape, then 

select the desired shape from the drop-down menu. 

3. The image will be cropped to the chosen shape. 
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Insert a screenshot or screen clipping 

1. Open a Word document. 

2. Select the Insert tab on the ribbon, then click the Screenshot button. 

Then you will see two options, Available Windows and Screen 

Clipping. 
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Under the Available Windows section, it shows thumbnail previews of 

opened windows on your desktop. If you want to get a screenshot of the 

available window, just select its thumbnail. Then its screenshot will be 

displayed in the Word Document. 

If you want to manually take a screenshot from the screen, click the Screen 

Clipping button and then continue with the next steps. 

3. After the Screen Clipping button is clicked, the Word screen 

temporarily exists, and a transparent haze covers the whole screen. 

Navigate to the area where you want to take a screenshot, then press 

and hold the left mouse button to select and highlight the area. In my 

example, I select the Windows logo on Windows 10 desktop. 

4. Release the left mouse button. The selected area on the screen can be 

captured and displayed in the Word document. Also, the Picture Tools 

is opened. You can edit the screenshot as your desire. 
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