Problem with a Table?

Maybe you have a Table (or Figure) that is too large for the page.
See the enclosed example:
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About the Table: The Table was copied from an Excel file and then inserted into
the Word file immediately after the first textual reference to the data.

*After the Table is inserted it is discovered that it has “spillover” proportions (too wide
and too long for one page).

*To correct this 2 separate procedures in Word will be followed.

Overview

*Page Orientation

MS Word allows for 2 orientations of the page--Portrait, which is a vertical orientation
and Landscape, which is a horizontal orientation. Portrait is the default setting.
*Changing the Table to Landscape will resolve the issue of the width of the Table,
however, only the page/s with the Table will need to be reset to Landscape. The other
pages must stay Portrait.

*This requires that you insert a section break between the text and the Table.

Procedure 1: Insert a section break

The Word commands are: Insert>Break
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Note:
*The break will be inserted wherever the cursor indicates. Move the mouse accordingly.
*The type of break selected must be Section>Next Page
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Procedure 2: Change Page Orientation

*Now that the Table and the text are separated, it is safe to change the orientation of the
page/s the Table is on.

*With the cursor on the same page as the Table, select File>Page Setup
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Procedure 2, Cont. Paper Size tab>Orientation: Landscape> Apply to: This section

2l x|

Margins ~ Paper Size |F‘_aper Source I Laryouk I

Paper size: rPreview
ILetter j

width: 11" =

Height: g.5" 2

rigntation———
¢ Portrait
% Landscape
Applyto: TSR - |

Default. .. | (04 I Cancel |

Further problem-solving  sAlthough the problem of the width of the Table has
been resolved, the length of the Table presents another problem. The Table is still several
pages in length and captions must be inserted (“Table 1, cont.” e.g.) at the top of each
page.

*Also, a separate section break must be inserted between the final page of the Table and

the text that follows it.
*The orientation will need to be reset for those subsequent pages of text.



