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Merging, Splitting and Sorting of Tables in MS Word 

 

 1 

Microsoft Word 2 

 3 

Module 25 - Merging, Splitting and Sorting of Tables in MS Word 4 

 5 

Helping Tool of Table Layout Menu 6 

 7 

Merge Group 8 

 9 

The Merge group in the Table Tools > Layout tab in 10 

Microsoft Word 2010 allows you to combine or split 11 

cells within a table. 12 

 13 

Key Features: 14 

1. Merge Cells: Combines two or more selected adjacent cells into a single cell. 15 

2. Split Cells: Splits a selected cell into multiple smaller cells (you can choose 16 

how many rows and columns to split it into). 17 

3. Spilt Table: Split Table in Microsoft Word separates a single table into two 18 

separate tables at the point where your cursor is placed. 19 

 20 

Merge Cell 21 

Merge Cells in Microsoft Word is the process of combining two or more adjacent 22 

cells in a table into a single, larger cell. This is useful when you want to create 23 

headers or group content together within a table. 24 

 25 

Spilt Cell 26 

In Microsoft Word, a split cell refers to dividing an 27 

individual cell in a table into multiple smaller cells. 28 

This is often used when you want to organize 29 

information more efficiently within a table by creating 30 

more rows or columns in a particular cell. 31 

 32 

Spilt Table 33 

A split table in Microsoft Word refers to dividing a single table into two or more 34 

separate tables. This is typically done when you want to break a large table into 35 

smaller sections for better readability or organization. 36 
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 38 

Data Group - Layout Menu 39 

In Microsoft Word, a Data Group in a Table 40 

generally refers to organizing and categorizing 41 

information within a table by using specific 42 

grouping methods. While Word doesn’t have a 43 

built-in feature specifically called "Data Group," it 44 

can be understood as organizing rows, columns, or 45 

sections of a table to represent distinct categories or groups of data. 46 

 47 

Data Group - Sort  48 

In Microsoft Word, Sort refers to the process of arranging the data in a table in a 49 

specific order, either ascending or descending, based on the content of one or 50 

more columns. Sorting helps organize the information and makes it easier to 51 

analyze or find specific data. 52 

 53 

Data Group - Repeat Header Rows 54 

In Microsoft Word, Repeating Header Row is a feature that allows the first row of 55 

a table to appear at the top of each page when the table spans multiple pages. 56 

This ensures that the column headings are always visible for easier reference, 57 

even as you scroll through the table. 58 

 59 

Data Group - Convert to Text 60 

In Microsoft Word, the Convert to Text feature allows 61 

you to take the content of a table and convert it into 62 

regular text. The data from the table is laid out in a 63 

continuous form, typically separated by a character 64 

like a comma, tab, or paragraph mark, depending on 65 

your choice. 66 

 67 

Why We Used Convert to Text 68 

Simplifying the Layout: 69 

• If you’ve used a table to organize data but no 70 

longer need the structure of rows and columns, converting it to text can simplify 71 

your document and remove unnecessary formatting. 72 

Copying Data for Other Uses: 73 

• When you want to copy data from a table and use it in another application 74 

(like Excel or email), converting it to text (such as separating the data with 75 

commas or tabs) may make it easier to paste and work with. 76 

Formatting Flexibility: 77 

• Sometimes, after using a table to arrange information, you might find it more 78 

flexible to work with the data as text. Converting the table to text allows you to 79 

apply different paragraph and text formatting that might be more difficult to 80 

apply within a table. 81 
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 83 

Data Group – Formula 84 

 85 

• The Formula option in the Data group in MS Word is used for performing basic 86 

calculations within a table. It allows users to apply functions like SUM, AVERAGE, 87 

MIN, MAX, and IF to numerical data inside table cells. 88 

 89 

Assignment 90 

 91 

Make this Following Admission Form in MS Word 92 

 93 
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