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Table Styles Optlons (??cl?l s ﬁﬁh—q)

Header Row (#7 1)) Formats the first row as a header, making it appear bold

text or a different design. TEcit UTh ol 231 & U H WA &Hidl g, ad 309 Ies
L 1 e fEwea fTman 2

v

Total Row (fl?ﬁ ﬁ) Formats the last row of a table, which is used to add up
the total. m; ;Ta@ﬂwﬁﬁwﬁmﬁﬁzamg & &t (Total) FT1eH & foro

IqgrT faar JmaT 2
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Banded Rows (333 i’f) — Formats one row in light and the other in dark color
N\w

making it easier to read. Ush 11 i §oeh m@mmmnmﬁzmg, faa
9 g4 ¥ ATAHET ghat 2 ;

>
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Banded Columns (#28 &ie19) — Formats columns in alternating colors, making
the table more organized and readable. ThTeTHT &l Fehieqeh U1 H WIHE AT &,
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First Column (FEE HIEAH) — Formats the first column in bold or a different

| desngn. making it appear different from other data. U hicTH hi S¢S TT HeAT

fewe 2an &, Forad e oy 31 & e R #) !-

Last Column (A2 &1eH) — Highlights the last column, making the data in it
more prominent. 3{TaW STTH T FTZATSE AT g, FTaH T7 227 3ifres waw =@
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* Gnrid Tables

L.ist Tables

Modity Table Style,

Clear

New Table Style




Border - — Borders Border

# Pen Color ~ <

Styles v s Painter

Borders Iy




% DELHI PO | L )

Table Layout

e « -, H ¢ soh Deibs Poice Class 41 MS WORD PART 12 - Word

F ik Hiowre et [ Do Lisyoit Relerencm Mg p oy arma Wirw Dffice Tab Heig Tabie Design eyout 'O' Tell me what pou want to de

a1 a9 & 10, to create a table,

T T F ShicTH ATSH & 10, To add new rows and columns,
e Tl O3 & & (10, To merge cells,
e Rl T2 s & [0, To split the cell,




Select View Properties - Insert Row Insert Insert
v Gridlines re | \Below /Column Left Column Right
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Table Tools 16 Delhi Police MS WORD PART 12 - Wo

Help Table Design Table Layout Q Tell me what you want to do

3 5 ] D Height: L‘ BI Distribute Rows

2 L F
Split Split AutoFit cos \‘Vldth ‘6 25" ) EI:] Distribute Columns
\ Cells Table v —

‘\\‘n

Merge Cell Size Iy
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Merge Cells— When two or more cells are combined to form one cell.
T 21 AT ST ATk AT i (HATHR Uk Tt F918 AT 2|

Split Cells — When a cell is divided into two or more parts.

| 99 Uk | i ST AT ST H TR WO H FieT ATqT 2

Split Tables — This option allows splitting tables into two or more

tables T% Tarehea aTferantadt sl &1 AT IAW AT ATferantenl | fawTia
T hY FATAT F4T
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‘ Text ™\, Cell \_ dort Repeat Convert Formula
] | | Direction/Margins Header Rows to Text

Alignment Data
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To increase or decrease the size of the cell or table,
qaAa " Qc_—l'lgT-l'ﬁE A HHH %‘Q To set the alignment in a cell,
A H 2R Thl ST 92 i & %‘Q, To set the direction of text in

a cell,

et W 2L hi HITe=H 24 & (10, To give margins to the text in the

cell,
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' wumwuﬁmm%n To sort text in a cell,
A | S12T hi 2o W &heac ahid @ 11 To convert data from table

to text

L

Sort Repeat
Header Row




s —_—— e e

______,__ I TT | ‘ ' )
> 2T ONSTABLE JHCM JAVI0/TPO’ ~ g | | n

Select table & press right click

'
" ]
o w -
3 art & &
Tali =¥ ]
=
¥ & ' r
I #

Add new row & column —
nsert Above - Adds a new row immediately above the selected row.
fererare 1 74 11 % gtk S0 U T A wrgAT
@Iow To add a new row immediately below the selected row.
frcrare <ht 78 41 2 gt a1 U 7§ 4 i % forg




(= DELHI POLICE 2025 —n—20—= =3—= [MVIPIITER
LS5 T N STABLE TRCM TAW0/TP0 D K " -

Insert Left — Adds a new column to the left of the select column.
foreiae HTeTH & J12 A Uk T97 hicTH ATSdT 2|
Insert Right -\ Adds a new column to the right of the select column

_f@lﬁwﬁm%a@aﬁ?@mﬁmﬁw_ﬁ
bove ,QJou),LeﬂﬁigML
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Tab Button — Pressing the Tab button in any cell of the table will

“move the cursor to the next cell to the right. T chi et T 0 2
T TATH B TS S o STt et f wer

@t + Tab Button 3- Pressing Shift + Tab button in any cell of the

table will move the cursor to the previous cell on the left. e i
femett ex & foree + &1 e Ta & avei A site o Rroeht de i ag
AT
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@elete row & column)
" Delete Cells — To delete the selected cell fi‘rﬁaz ! g3 ¥t @l fEefie &t & forg

(Iete Column To delete the selected column LS E 7 i%r&gqanm i feeite
& o foro

1 To delete the selected row ﬁ‘lﬁwftﬁﬁaﬁﬁvﬂzaﬂﬁ%%q

Delete Table }- to delete the entire table ‘Tﬁ O fSetie A & ﬁ-‘I'Q
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» A table can have even and odd numbers of rows and columns.

R e R :

B ——

gaet | o au faew st § ufwat o w8 o
2> The number of columns in a table can be more than the number of
rows. U Zaet # Tl dht e, divwal b wrea & afires it 8 et 3
(») The number of rows and éolumns in a table can be different.
- U e § UfRaT i T ShY AT SIETT ST B a3
| 3> / Alternate (every other) cells of a row or column cannot be merged. Ush
T T SICTH o Uehia (8T EY) HEA hl A A81 (a1 ST Hehal |




et E OGO A |l R Seilill
NPHTFE
CONSTABLEYHCM YAW0/TP0 Dl K ¢ 1 B3 |

Two or more consecutive cells of a row/column can be merged.
e {1/ ShicT & 21 AT AT SHWTTA Tl Sl WA [ehaT AT Hehal 2|

S

‘ f. / The ﬁrst and last cells of a table cannot be merged. @..‘______ | f

O Zare St wgelt 3 sifew der oot T TR ewa g [ @

} In MS Word, another table can be added inside one table.
= unuE g€ § U a0 & e Z6H A ot v faRa i wear 7 f i \
>

To create a new row at the end of the table, we can also insert a new row by

going to the last cell of the table and pressing the Tab button. ZaA® aﬁﬁqaﬂl'{
2 3 e e 3 s e T 2 e ot g v
§| -
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Section . Part D- Computer Proficiency

What will happen when you place the cursor in the last cell of a table in MS-Word document

and press TAB key?
> o DP Constable 2020
A new row will be added at the end of the table

%lhe first and last rows will be swapped

% new row will be added at the beginning of the table

4 e last row of the table will be deleted
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}ﬁ n MS-Word, a table cannot have more than 31 columns.
In MS-Waonrd, a table cannot have more than 255 rows.

~—— 32367
Ans @ DP Consfable 2020

2. 0nly i

Q.4 Which of the following statements is/are @

3.0nlyi

x 4 Neitherinor i
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Q.3 MS Word 2007 ¥ 5-0¢ ¢4 & 2aer(Table) W+ A, Fufaf@a 7 A &= wr Ree 87 g\
87

Ans

| BT ae DP Constable 2020
2 ?aa /
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Q.9 Which of the following is used to create a table by drawing the borders, rows and columns

~_ of a table in MS Word 2007?
DP Constable 2020

.,.v-""--r
Ans 1. Insert Table V

raw Table

3. Quick Table /

4. Excel Spreadsheet
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Q.2 MS Word & Pr=ifaif@a f | v 2a # 2 (Table) Aw=a gian # forasr wak 2aw =0 &3
— & RufFnaad?

DP Constable 2020
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Q.7 Which of the following option can be used to change the column width of a table in MS
Word?

Ans 1. Alignment X

2. Scroll bar)(

3. Title bar X

DP Constable 2020
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Q.3 What can be.the minimum number of rows and columns in a table in MS Word?
one row and one ¢column >
DP Constable 2020
2. Two rows and one column

3. Two rows and two columns

4. One row and three columns

v,
@ In MS Word, if you press the Tab key within a table, the cursor moves you to the

Ans 1. next tab% DP Constable 2020
2. previous rov

3. previous columrb(

(GFn camn




