
 BEDI INTERNATIONAL SCHOOL, BAREILLY 

CLASS: V                                                              SUBJECT: Computer 

CHAPTER: 6( Working with Tables) 
    

A. Fill in the blanks: 

1. Tab key is used to move the cursor in the adjoining cell of a table. 
2. The Table button is present on the Insert tab. 
3. You can resize the width of a column by selecting the Properties button in the Table group. 
4. AutoFit window option adjusts the table according to the margins set on a window. 
5. While changing the column width, the pointer changes to double-headed arrow. 

B. State True or False: 

1. Press Shift + Tab key to move to the next cell. FALSE  
2. Clicking on the Table Move Handle will select an entire table. TRUE 
3. You can insert columns only to the left side of the selected column. FALSE 
4. AutoFit Contents option adjusts the column width according to the text entered. TRUE 
5. Cells cannot be merged in a table. FALSE 

C. Multiple choice questions: 

1. The intersection of a column and row is called a Cell. 
a. Border   b. Table    c. Cell√ 

2. Tables group is present on the Insert tab. 
a. Table    b. Insert√    c. Home 

3. Which key should be pressed to move to the previous cell? 
a. Tab    b. Shift + Tab√   c. Right arrow 

4. Which Function key is used to update the total in a cell? 
a. F7    b. F8     c. F9√ 

D. Answer the following: 
1. Explain any two methods to insert a table in a Word document?  

    Ans.: Two methods to insert a table are: 
a. Using Table Grid: 

  Step-1: Click on the Table button in the Tables group on the Insert tab. 
  Step-2: Move the mouse pointer over the grid and cover the number of rows and columns we  
                        want in the table. 

b. Using insert table dialog box 
  Step-1: Click on the Table button in the Tables group on the Insert tab. Select insert table option. 
  Step-2: Insert table dialog box appear.  
  STEP-3 : Specify the number of rows and columns and click ok. 
 

2. How will you insert a column in a table? 
  Ans.: To add a new column, follow these steps:- 
Step-1: Select the column adjacent to which we want to insert a new column. 
Step-2: Click on the layout tab in Table Tools. 
Step-3: Click on Insert Left or Insert Right button in the Rows & Column group. 
 



 
3. Describe the method to delete row(s) and column(s) in a table? 
Ans.: To delete a row or column, follow these steps:- 
Step-1: Select the row or column. 
Step-2: Right-click the mouse and a menu appears. 
Step-3: Select Delete Columns or Delete rows. 
 

4. How will you calculate the sum in a table? 
Ans.: To calculate the sum in a table, follow these steps:-  
Step-1: Select the Layout tab. 
Step-2: Click in the cell where the result is to be displayed. 
Step-3: Click on Formula button in the Data group. The Formula dialog box is displayed. 
Step-4: Note that the SUM formula is already displayed. Click on Ok button.  

 
5. What is the use of Split Cells option? 
Ans.: The use of split Cells option is to divide a cell into many cells. 
 

6. Briefly explain the quick way by which you can change the column width in a table. 
Ans.: The column width can be quickly changed by placing the mouse pointer on the column 
border and dragging the double headed arrow. Drag right or left to increase or decrease the 
column width. 

 

 

 
 

 
 

 


