Microsoft Word Quick Note

Table Sizing
Objective:
Turn off and on automatic table sizing feature.

Why:
You've typed a table and want to set the size of the columns, but Word keeps sizing the column width for you. 
How:
The default setting for tables is to automatically resize the table based on the information you type or insert into the table.
1. 
Put the cursor in the table. It doesn't matter where in the table, as long as it's in the table itself.
2. 
Access Table Properties. You can do this one of two ways:

· Right click the mouse and choose Table Properties from the shortcut menu.

· On the menu bar, choose Table and then choose Table Properties.
With either method, you should see a dialog box like the one below.  
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3.
Click the Options button.  
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4.
Uncheck the box beside Automatically Resize to Fit Contents.

Quick Tip
If you are still experiencing difficulty with table sizing, take another look at the Table Properties.  If you notice that the box next to Preferred width is checked and a Preferred width is set (as in the example below), then clear the check box.  You may have to make more than one attempt at this for it to work.
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Quick Note instructions are written for Microsoft Word 2003.

Quick Note prepared by Amy Hedges who is the Administrative Office Supervisor in Animal Science and a Microsoft Office Specialist.
