
  

Word: (Almost) Instant Tables 

 
If you have created a tabbed list (like this one):   Jennifer Gravenhurst 
 Leslie Sparrow Lake 
 Chris Bracebridge 
 
And then decide that you wished you’d made the list as a table rather than just a written list. 
 
1. Select the entire list (like this).  
2. Click the INSERT tab – then the TABLE button. 
3. When the CONVERT TEXT TO TABLE window 

appears – make sure all settings are appropriate. (If you used a TAB to separate your 
columns – chances are every setting in the window is already perfect) – then click OK. 

4. Voilà (that’s French) – your columns have been converted into a table. 
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