PRODUCTIV 'Y

Repeat Table Heading at Each Document Page

When you create a very long table that spans info multiple
pages, you will find that Word does not display the table

headings/labels at the top of each page that contains the
portion of the table, making it hard to read and follow.

Click here to know how to repeat the table headings at the
top of each pages of a document.

Prepared by Information Security and IT Governance Division of ICT.
Productivl.T.y showcases tips & tricks on various
office and branch applications.

ICTP_005_02052013 Page 1 of 5
Productivl.T.y tip 127_(Word) Repeat Table Heading at Each Document Page_02052013



Repeat Table Heading at Each Document Page ‘

1. Select/highlight the row(s) that contains the column labels/headings (including the first row of the table).

Chant Details Benefoary Remarks
Name Contact Number Emeil

MS Word 2003 MS Word 2007

2. On the Table menu, select Heading Rows Repeat. 2. Right Click on the mouse and select Table Properties... from the
context menu.
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3. Table Properties dialog box will pop-up. In the Row tab, select/tick
the checkbox Repeat as header row at the top of each page.

Then click OK.
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Table Properties
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Notice that Word automatically repeats the selected row contents wherever the table breaks across the pages.
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In addition, it also automatically adjusts the placement of repeated heading rows so that when you add or remove rows from the body of the table, the
repeated heading rows always appear at the top of the page.

We value your feedback. Please help us improve our Productivl.T.y releases by filling out the “Serbisyong Bida” online survey form.
You may also email your comments and suggestions to ict-process@pjlhuillier.com.
Click here for back issues of ProductivI.T.y in MyLink.
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