LAB 17: ADDING TABLES

UNDERSTANDING TABLES

A table lets you present information in a grid-like of the table, one person per row; and show who is
format. Consider a roster — it may show the days rostered on each day by the number of rostered
of the week across the top of the table, one day hours in the cell beneath the relevant day.

per column; list the employees down the left side

What is a Table?

A table comprises one or more horizontal rows and one or more vertical columns. The rectangle
where a row and column intersects is called a cell. Each cell can be filled with text, pictures or other
objects.

Row A »

Column
Cell v

Inserting Tables

Depending upon the type and style of table you require, there are several ways you can insert tables into
a document. Access to each of these functions is via the Table tool which is found on the INSERT tab
on the ribbon. If you want to quickly insert a formatted table into your document, you can choose from
one of Microsoft Word’s Quick Tables, such as the example below, on the left. Quick Tables are tables
that are preformatted with shading, column and row layout, and so on. They also contain sample
information which you can use to help visualise the way your data will appear. After inserting a quick
table, you can then replace the sample data with your own. You can also modify the table — such as
deleting or inserting rows or columns — just like any other table.

If you want to add a simple, unformatted table, you can drag to select the number of rows and columns
that you require on the Insert Table grid. Alternatively, you can also insert a simple table, specifying the
desired number of rows and columns, using the Insert Table dialog box. This method also lets you
specify additional settings such as fixed column width and autofit.

If you want to add a more complex table — for example, you may require a varying number of columns
per row — you can quickly draw a table like the example on the right.
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Formatting Tables
After inserting a table into your document, Word offers you many ways to format it.
If you want to change the look of the entire table, you can use Table Styles. The advantage of using
Table Styles is that as you hover over the various styles included in the gallery, Word uses Live
Preview so you can see how the table will appear if you select the style.
You can also format many other aspects of your table using the various tools on the Table Tools
Design And Layout tabs. For example, you can apply shading and borders; specify headers and total
rows; split and merge cells; insert and delete rows, columns and cells; alter the alignment within the
cells; plus much, much more.

“ Bold Bold selected text

2 Italic Italicise selected text

E Underline Underline selected text
o

ke
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LAB 17: ADDING TABLES

CREATING A TABLE

One of the simplest ways to create a
unformatted table is to use the Insert
command. This command opens the

Table dialog box from which you can specify the

plain,
Table
Insert

number of columns and rows you require as well as
the column width. When you use this command,
Word will create a table with equally spaced
columns and rows based on your settings.

L3

Try This Yourself:

Before starting this
exercise you MUST
open the file Creating
Tables_1.docx...

Press [ctr] + [End] to
move to the end of the
document

Click on the Insert tab

Open
File

References

]

Add-
ins~

File Insert

Bl g lag

Pages Table Pictures Online Shapes
T - Pictures -

Insert Table

N O I

O
N O I

O
O | I

O

O }
OOOO0O0000n 4s Global Enterprises

Home Design Layout
|_—'|_:] ﬁSmartArt
1/l Chart

4 Screenshot ~

Mailings

L&
Online
Video
Media

Review
SNED
. Fo
Links = Comment -
- @ Pa

Comments Head

Click on Table in the
Tables group to open
the Insert Table grid
and drop menu

Select Insert Table to
open the Insert Table
dialog box

Type 3 in Number of
columns

Insert Table ? *

Table size

Mumber of columns: 5

A |4

Mumber of rows: 2
AutoFit behavior

@ Fixed column width: |Auto -
O AutoFit to contents

() AutoFit to window
|:| Remember dimensions for new tables

Cancel

Press [1ab] to move to

au b WN B

Number of rows and
type 5

The Insert Table dialog
box also gives you the
opportunity to specify
column width and to set
your choices as the
default values for future
tables, but we won't
here...

Click on [OK] to insert

Alpheius Global Enterprises
Product Catalogue

the table into your
document

For Your Reference...
To create a simple table:

Handy to Know...

e You can insert a plain, unformatted table

1.

2.
3.

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

Click on the Insert tab, click on Table in the
Tables group

Select Insert Table

Type the Number of columns and rows,
and specify other options as desired

. Click on [OK]

using the Insert Table grid. To do this, click
on Table in the Tables group, then hover
over the squares representing the number of
columns and rows you need for your table
(e.g. 5x4 Table). When you are happy with
the size click to insert the table.
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LAB 17: ADDING TABLES

ADDING DATA TO A TABLE

Entering text or data into a table is a very simple the document. The text is based on a style and it
process. You simply click in the cell and type. can be formatted in the same way as normal text. It
The text you enter into a table follows virtually the can also be aligned in the same way as a normal
same rules as the text you type into other parts of paragraph.

o Alpheius Global Enterprises

Trv This Y If:
ry This Yourse Product Catalogue

Continue using the

% previous file with this -
°E> exercise, or open the file |
b Creating

Tables_2.docx...

Click in the top left cell

of the table to ensure

the insertion point is

located at the start of

the table, as shown o

=

Alpheius Global Enterprises
Type Catalogue No,
oo rese DD TovE Product Catalogue

to the next column

Type Model, then press Catalogue No
to move to the next
column

Type Country, then
press [Tab] to move to
the first cell in the
second row

Hh W N

Repeat the above steps o Alpheius Global Enterprises
5 to complete the table as

shown Product Catalogue
If you press [Tab] when
yOU get to the end Of the Catalogue No Model Country
last row in the table, TELOOOOL Communicator 232 Brazil
Word will automatically feT L
create a new row ELEC00001 Home View 260 Mexico
COMO00014 Home Blaster 700 Italy
For Your Reference... Handy to Know...
To enter datainto a table: o [f you want to indent or align text within a
1. Click in a table cell and type the desired text cell, click to position the insertion point, then
2. Press [Tab] to move to the next cell press |c + [Teb] to move the text and

insertion point to the next tab stop. If you
press [Tan] the insertion point will move to the
next cell.

e
o
o0
]

=
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LAB 17: ADDING TABLES

SELECTING IN TABLES USING THE RIBBON

After inserting a table and entering content, the
next thing you'll want to do is format the table.
But before you can do this, you must first learn

how to select the various table components.

If

you want to select standard components, such as a
cell, column, row, or the entire table, you can
quickly select these using the Select tool, which is
found on the Table Tools: Layout tab.

(2

Try This Yourself:

Continue  using  the
previous file with this
exercise, or open the file
Creating Tables_3.docx...

Same
File

In  the table, click
anywhere in the cell that
contains the word Italy

Y

This is now the active

File Home
[+ Select =

F  Select Cell
FH  Select Column
] Select Row

i

Select Table

Insert

gDrawTable

Eraser

Draw

Design

Layout References

B‘q m [ Insert Below

€ Insert Left
Delete  Insert
- Above [ Insert Right

Rows & Columns ]

Alpheius Global Enterprises

Mailings
Merge Cells

[ Split Cells

= split Table

Merge

Review

View
& 0.53 cm
3 5.3 cm

£ AutofFit -
Cell Size

cell.

Notice that two additional
tabs have appeared on
the ribbon — the Table
Tools: Design and the
Table Tools: Layouttab...

Click on the Table Tools:
Layout tab, then click on
Select in the Table group
to display a menu of
options

Alpheius Global Enterprises

Product Catalogue

Catalogue No

Model

Country

TELOOOO1

Communicator 232

Brazil

TELOOO11

Electric Document

Brazil

TELOOO15

Sat-Direct 1660

Brazil

ELECO0001

Home View 260

Mexico

COMO00014

Home Blaster 700

ltaly

Click on Select Cell to

select the active cell

Repeat steps 2 and 3 to
click on Select Column
to select the column
containing the active cell

Repeat steps 71 to 3 to
click on Select Row to
select the row containing
the active cell

Repeat steps 1 to 3 to
click on Select Table to

Alpheius Global Enterprises

Product Catalogue

Catalogue No

Model

Country

TELOOOO1

Communicator 232

Brazil

TELOOO11

Electric Document

Brazil

TELOOO15

Sat-Direct 1660

Brazil

ELECO0001

Home View 260

Mexico

CoMDDD014

Home Blaster 700

ltaly

select the entire table

For Your Reference...
To select in tables using the ribbon:

1. Click in the cell, then click on the Table
Tools: Layout tab

Click on Select

column or row

Click on the desired option to select the cell,

Handy to Know...

e You can use the keyboard to quickly and
easily select table components. For example,
to select a cell, position the cursor anywhere

in a cell and press [cti] + [shift] + | L ].
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LAB 17: ADDING TABLES

SELECTING IN TABLES USING THE MOUSE

You can only select standard table components contiguous or non-contiguous range of cells. You
using the ribbon, however using the mouse you can also select a single cell, or contiguous and
can select all aspects of a table. For example, non-contiguous range of cells, rows and columns.
you can select text in a single cell, orin a And, of course, you can select the entire table.
. 5 £
Try Thls Yourself' Catalogue No Model Country
TELOODO1 Communicator 232 Brazil
: : : TELOOO11 Electric Document Brazil
o C.OI’ltIane USI.ng the p{’eVIOUS TELOOO1S Sat-Direct 1660 Brazil
g2 file with this exer cise, oOr ELECO0001 Home View 260 Mexico
‘t"s l,t Open the f,le Creating COMOD0014 Home Blaster 700 ltaly -

Tables_3.docx...

Click on the word Electric,

1 then drag to the right end of
£
the cell to select both words Catalogue No Model Country
. . TELOOOO1 Communicator 232 Brazil
2 ClICk anyWhere N TEL00001, TELDOO11 Electric Document Brazil
TELOOO15 Sat-Direct 1660 Brazil
then d rag down to ELEC00001 Home View 260 Mexico
COMO00014 to select the text COMOD0014 Home Blaster 700 Italy
in the range of cells N
Double-click on Model, hold o
3 down [curl], then double-click
on both 1660 and ltaly to +
. Catalogue No Model Country
Sele(_;t teXt n a non- TELOODO1 Communicator 232 Brazil
COﬂtIgUOUS range TELDOO11 Electric Document Brazil
TELOOO1S Sat-Direct 1660 Brazil
Point outside the table to the il demy s =
4 left of TEL00015 so that the B - b
pointer changes to a white
right-pointing arrow, then o
click and drag down to the
next row to select both rows £ L
Catalogue No Model Country
Point just above the top of TELODOO1 C:)mrr_mnicatoriSZ Erazi:
5 the Model column so that the Tewoo0: Fecrc documen o
pointer changes to a black ELEC00001 Home View 260 Mexico
dOWnWardS'pOinting arrow COMOD0014 Home Blaster 700 ltaly
then click to select the
column o

6 Point to the top left corner of

1N

=

the table so that the table

gCaiaIDgue No Model Country
move handle appears and TELODOO1 Communicator 232 Brazil
the cursor changes to a four- s Sebf Dosmet S
headed arrow, then click ELEC00001 Home View 260 Mexico
once to select the entire table e Home Blaster 700 - L
For Your Reference... Handy to Know...
To select in tables using the mouse: e You can select text in a cell by double-
o Click just outside the table to the left of a row clicking on the first word and then dragging
to select the row to the end of the cell.
o Click just outside the table above a column e To select a single cell, hover over the left
to select the column border of the cell until the pointer appears as
e Click on the table move handle to select the a small black right-pointing arrow, then click.

entire table
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LAB 17: ADDING TABLES

INSERTING COLUMNS AND ROwS

In an ideal world you would have correctly underestimate the number of columns and/or rows
determined the numbers of rows and columns you really need. Fortunately, Word makes it easy to
required before you created your table. But in the insert new rows and columns into your table.

real world, you will often find that you

A b o # [ON
Try Thls Yourself' Catalogue No Model hﬁuntr\f
TELOOODL Communicator 232 Brazil
© Continue USing the TELODO11 Electr.ic Document Elraz?l
= . . . . TELOODO1S Sat-Direct 1660 Brazil
i  previous file with this ELEC00001 Home View 260 Mexico
g exercise’ or Open the COMOD0014 Home Blaster 700 ltaly
ol
& file Creating
(7]
Tables_3.docx...
Point to above the top a *
Catalogue No Model Country
1 of the border between TELOOOOL Communicator 232 Brazil
TELODO11 Electric Document Brazil
the MOdeI Co'umn and TELOOO1S Sat-Direct 1660 Brazil
the Country column ELEC00001 Home View 260 Mexico
Until the insert Control COMOD0014 Home Blaster 700 ltaly -
appears as shown
2 Click on the insert o
ContrOI tO Insert anew Catalogue No Model Category Plant Country
C0|Umn TELOOOO1 Communicator 232 Communications | Salvador Brazil
TELODO11 Electric Document Communications | Salvader Brazil
Repeat Steps 1 and 2 TELOOO15 Sat-Direct 1660 Communications | Salvader Brazil
3 o ELEC00001 Home View 260 Electronics Guadalajara Mexico
to Insert anOther new COMOD0014 Home Blaster 700 Computer San Marino Italy
column as shown COMOD004 E-Reader 80 Computer Bordeaux France
Enter the details, as
4 shown, into the new o
4|
COlUmnS Catalogue No Model Category Plant Country
TELOOOO1 Communicator 232 Communications | Salvader Brazil
g
Let S Create anew TELOOO11 Electric Document Communications | Salvader Brazil
row... TELDDO15 Sat-Direct 1660 Communications | Salvader Brazil
ELEC00001 Home View 260 Electronics Guadalajara Mexico
Point tO the bOttom Ieft COMOD0014 Home Blaster 700 Computer San Marino Italy
5 corner of the table d
until the insert control
appears o
. . Catalogue No Model Category Plant Country
C“Ck on the insert TELOOOO1 Communicator 232 Communications | Salvader Brazil
Control to insert a new TELODO11 Electr.ic Document Commun?cat?ons Salvador Elraz?l
TELDDO15 Sat-Direct 1660 Communications | Salvader Brazil
row ELEC00001 Home View 260 Electronics Guadalajara Mexico
. COMOD0014 Home Blaster 700 Computer San Marino Italy
7 Enter the deta"s as COMOD04 E-Reader 80 Computer Bordeaux France
shown in the new row
For Your Reference... Handy to Know...
To insert a new column or row: ¢ An alternative method for inserting a column
1. Point to just above or to the left of two is to split an existing column into two (or
existing columns or rows more). To do thIS, select the cqumn, then

click on Split Cells in the Merge group to
open the Split Cells dialog box. To keep the
entries in the selected cells, deselect Merge
cells before split.

2. When the insert control appears, click on it
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LAB 17: ADDING TABLES

DELETING COLUMNS AND Rows

Occasionally you will find you need to delete
columns or rows from your table - perhaps
circumstances have changed and you no longer
need the information. In Word, it is almost as

easy to delete columns and rows from a table as it
is to insert them. But just as a note, if the columns
or rows to be deleted contain data, this data will be

deleted along with the columns or rows.

Try This Yourself:

Continue using the
€ o previous file with this
& L exercise, or open the file

Creating Tables_4.docx....

The AGE Marketing
Department has decided to
remove the Country from
the catalogue...

Click on Country, then
1 ensure the Table Tools:
Layout tab is active

Click on Delete in the
Rows & Columns group
to display a menu of
options, then select Delete
Columns

The column and its
contents will be deleted —
no questions asked.

The Electric Document is
no longer being produced
so we must remove this

product from the
catalogue...
Click on Electric
Document

Click on Delete in the
Rows & Columns group,
then select Delete Rows

H W

The row and its contents
will be deleted and the
rows below will move up to
take its place

Catalogue No Model Category Plant Couhtry
TELOODOL Communicator 232 Communications | Salvador Brazil
TELOOD11 Electric Document Communications | Salvador Brazil
TELOOD1S Sat-Direct 1660 Communications | Salvador Brazil
ELEC00001 Home View 260 Electronics Guadalajara | Mexico
COMO00014 Home Blaster 700 Computer San Marino Italy
COMO004 E-Reader 80 Computer Bordeaux France
ol

Catalogue No Model Category Plant
TELOODOL Communicator 232 Communications | Salvador
TELOOD11 Electric Document Communications | Salvador
TELOOD1S Sat-Direct 1660 Communications | Salvador
ELEC00001 Home View 260 Electronics Guadalajara
COMOD0014 Home Blaster 700 Computer San Marino
COMO004 E-Reader 80 Computer Bordeaux

O
Catalogue No Model Category Plant
TELDODOL Communicator 232 Communications | Salvader
TELDOD11 Electric Document Communications | Salvader
TELDOD1S Sat-Direct 1660 Communications | Salvader
ELEC0D0001 Home View 260 Electronics Guadalajara
COMOD0014 Home Blaster 700 Computer San Marino
COMO004 E-Reader 80 Computer Bordeaux

u]
Catalogue No Model Category Plant
TELOODOL Communicator 232 Communications | Salvador
TELOOD1S Sat-Direct 1660 Communications | Salvador
ELEC00001 Home View 260 Electronics Guadalajara
COMOD0014 Home Blaster 700 Computer San Marino
COMO004 E-Reader 80 Computer Bordeaux

For Your Reference...
To delete a row or column:

1. Click on the desired table cell, then activate

the Table Tools: Layout tab

2. From the Rows & Columns group, click on
Delete and select Delete Rows to delete a
row, or select Delete Columns to delete a

column

Handy to Know...

e You can use Delete in the Rows & Columns
group to delete a selected cell or entire table.

¢ You can delete all the content of a selected
row or column without deleting the entire
table by selecting the row or column and

pressing | pe].
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LAB 17: ADDING TABLES

CHANGING COLUMN WIDTHS

Once you start entering data into a table you may
find some columns are not wide enough for the
data while others are too wide. So to make the
best use of available space and to make the table

look as neat as possible, you may need to change
column widths. This is easy to do using the Table
Column Width tool on the ribbon.

. 4|
Tl'y ThIS Yourself: Catalogue No Model Category Plant
TELODOOL Communicator 232 Communications | Salvador
q g TELODO15 Sat-Direct 1660 Communications | Salvador
Contlnue USIng the ELECOO0001 Home View 260 Electronics Guadalajara
g oy previous file with this COMOD0014 Home Blaster 700 Computer San Marino
© i_t exercise or Open the flle COMODO04 E-Reader 80 Computer Bordeaux
‘/J y
Creating Tables_5.docx...

Select the Catalogue No
column, then ensure the
Table Tools: Layout tab
is active

Y

Q@ Tell me what you want to do

Currently the column is
3.51 cm, as shown in %
Width in the Cell Size Split  Autofit  Syyigih: 27 cm

group... Table | T
Click on the down spinner

2 arrow for Width in the o
Cell Size group until the
column’s width reduces to
2.7cm *

EIEE Az /
fom o
HEE Direction Margins

Alignment

F(|Height 053 cm % | B Distribute Rows
EE' Distribute Columns

Cell Size [F}

Catalogue No | Model Category Plant

TELOOOD1 Communicator 232

Communications

Salvador

TELOOO15 Sat-Direct 1660

Communications

Salvador

3 Repeat steps 1 and 2 to

ELECO0001 Home View 260

Electronics

Guadalajara

alter the widths of the
COMOD0014 Home Blaster 700

Computer

San Marino

remal_nlng columns to the COMO004 E-Reader 80 Computer Bordeaux
following =

Model o

4cm

Category 3.8 cm
Plant

3.2cm

For Your Reference... Handy to Know...

To change a column’s width: e You can change the width of adjacent

1. Select the desired table column, then click columns using the mouse. To do this, hover
on the Table Tools: Layout tab over the border between the columns until

: : the pointer appears as a pair of vertical lines
% %‘E}: ?nttrlheeug eol; giozv;n ?glljnner Sl with a double-headed arrow, then drag left or
group right as desired.
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LAB 17: ADDING TABLES

CHANGING ROW HEIGHTS

If you create a table on a new, blank document
the text in the cells will appear with very little
‘white space’ above and below them. By default,
the text is aligned to the top left corner of the cell

so if you increase the row height, you will increase
the white space below the text. To even out this
white space and ensure the table is aesthetically
pleasing, you simply alter the cell alignment.

Try This Yourself:

Same
File

Y

Continue using the previous
file with this exercise, or open
the file Creating
Tables_6.docx...

Select the Catalogue No row,
then ensure that the Table
Tools: Layout tab is active

Currently the row is
0.48 cm high, as shown in
Height in the Cell Size group...

Click on the up spinner arrow
for Height in the Cell Size
group until the row’s height
increases to

0.7 cm

Let’s adjust the cell alignment
to centre the text vertically
within the cells...

Click on Align Centre Left in
the Alignment group

Select the TEL00001 row, then
hold down the mouse button

and drag down until the
remaining five rows are
selected

Repeat steps 2 and 3 to

increase the height of the
remaining rows to 0.6 cm and
then centre the text vertically
within the rows by clicking on
Align Centre Left

L
Catalogue No | Model Category Plant
TELOODOL Communicator 232 Communications Salvador
TELOOD1S Sat-Direct 1660 Communications Salvador
ELEC00001 Home View 260 Electronics Guadalajara
COMO00014 Home Blaster 700 Computer San Marino
COMO004 E-Reader 80 Computer Bordeaux
ka
Catalogue No | Model Category Plant
TELOODOL Communicator 232 Communications Salvador
TELOOO15 Sat-Direct 1660 Communications Salvador
ELEC00001 Home View 260 Electronics Guadalajara
COMO00014 Home Blaster 700 Computer San Marino
COMO004 E-Reader 80 Computer Bordeaux
ka
Catalogue No | Model Category Plant
TELOOOO1 Communicator 232 Communications Salvador
TELOOD1S Sat-Direct 1660 Communications Salvador
ELEC00001 Home View 260 Electronics Guadalajara
COMOD0014 Home Blaster 700 Computer San Marino
COMO004 E-Reader 80 Computer Bordeaux
kd
Catalogue No | Model Category Plant
TELOOOO1 Communicator 232 Communications Salvador
TELO0D15 Sat-Direct 1660 Communications Salvador
ELECO000L1 Home View 260 Electronics Guadalaj;
COMOD0014 Home Blaster 700 Computer San Marino
COMO004 E-Reader 80 Comp Bordeaux

4

For Your Reference...
To change a row’s height:
1. Select the desired table row, then activate

the Table Tools: Layout tab

2. Click on the up or down spinner arrow for

Heightin the Cell Size group

Handy to Know...

o If you have specified different heights for
different rows, a quick way to ensure that
they all have the same height is to select
them and click on Distribute Rows in the
Cell Size group.
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LAB 17: ADDING TABLES

AUTOFITTING COLUMNS

By default, when you create a table using the add or delete columns. Using the AutoFitting
Insert Table command, it will automatically fit the feature you can change a table so the column width
window and the column widths will be equal but remains fixed, or you can reduce all column widths
not fixed — that is, their widths will change if you so that they fit their largest entry.

Table Tools
Try Thls Yourself. Layout References Mailings Review View Design Q Tellr
Continue using the previous B‘( m m eHE HEE £ Height gl=
g g file with this exerCise: or open Delete  Insert Insert Insert Inset Merge Split Split  AutoFit =yvigeh i
S L the file Creating ~  Above Below Left Right Celis Cells Table | = % -
Tables_7.docx... s S e e = Merge R AutoFit Contents ze
- B AutoFit Window
Select the entire table, ensure & Fixed Column Width
1 the Table Tools: Layout tab
is active, then click on AutoFit
in the Cell Size group to o
display a menu of options
2 Select AutoFit Contents B Catalogue No | Model Category Plant
The Wldth Of the COIUmnS WI” TELOODO1 Communicator 232 | Communications | Salvador
automatically reduce to fit... TELOOD1S | Sat-Direct 1660 | Communications | Salvador
ELECO0001 Home View 260 Electronics Guadalajara
Click on AutofFit in the Cell COMO000014 | Home Blaster 700 | Computer San Marino
3 Size group and select Fixed COMOD04 | E-Reader 80 Computer Sordeaux |
Column Width
Nothing will appear to have o
happened. But let’s see what
happens when you insert a £
new column... Catalogue No | Model Category Plant
TELOOOD1 Communicator 232 | Communications | Salvador
4 _SeleCt the Plant COIUmn and TELOOO1S Sat-Direct 1660 Communications | Salvador
Insert a COlumn tO the rlght ELECOO001 Home View 260 Electronics Guadazlajara
The Tab/e W/dth WI/I increase COMO00014 | Home Blaster 700 Computer San Marino
by the width of the new COMO0004 E-Reader 80 Computer Bordeaux g
column (whose width will be
identical to  the  Plant o
column)...
Select the table again, then #
5 click on AutoFit in the Cell CatalogueNo | Model Category Plant
Size grOUp and SeleCt AUtOFlt TELOODO1 Communicator 232 Communications Sa:a:or
. TELOOO15 Sat-Direct 1660 Communications Salvador
Wlndow ELECOO00L Home View 260 Electronics Guadalajara
The width of each column will COMO00014 Home Blaster 700 Computer San Marino
increase so that the table will comoo04 E-Reader 80 Computer Bordeaux 3
be as wide as the window
For Your Reference... Handy to Know...
To AutoFit columns: o If atable is set to AutoFit Window and you
1. Select the table, then click on AutoFit insert a new column, the size of the existing
2. Select AutoFit Contents to reduce the columns in the table will reduce so that the
column widths to fit the content, or final table width (With the new column) will
Select Fixed Column Width to fix the still fit the window.
column width, or
Select AutoFit Window

Page 10
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LAB 17: ADDING TABLES

SHADING CELLS

Word allows you to apply shading to selected
cells in a table. For instance, you may want to
highlight cells containing important information.
The shading can be any colour supported by

your computer and Word. You apply shading to
cells via the Shading tool on the Table Tools:
Design tab on the ribbon or on the mini toolbar.

(2

Try This Yourself:

Mailings

Review layout ‘O Tellmew Ivana Rab...

K —

9 Share

. : S
Borders Border

Vapt

Continue using the H=ISI=I= < e o penColore [ o
2 o previous file with this S e i} e
@ 't exercise, or open the file E EEEECEE

Creating Tables_8.docx...

Select the heading row of I I I
1 the table, then click on Ismdam c!m! I I I I

the Table Tools: Design [ EEEEE

tab Mo Color

Click on the drop arrow gue #9 More Colors.

for Shading in the Table

Styles group

A gallery of available

colours will appear...

TELODOOL Communicator 232 Communications Salvador

Click on Blue, Accent 1,

TELODO1S Sat-Direct 1660 Communications Salvador

Lighter 40% (4t row, 4t

column) to apply the

colour to the row

Click outside the table so
you can see the shading
more clearly

Let’s try an even quicker

method...

Click on Undo in the
5 QAT then reselect the

top row

A mini toolbar will
appear...

Click on the drop arrow
for Shading to display

the colour gallery

Repeat steps 3 to reapply

the shading to the

ELECO0001 Home View 260 Electronics Guadalajara
COMODD0014 Home Blaster 700 Computer San Marino
COMODD4 E-Reader 80 Computer Bordeaux
[}
Catalogue No Model Category Plant
TELODOOL Communicator 232 Communications Salvador
TELODO1S Sat-Direct 1660 Communications Salvador
ELECO0001 Home View 260 Electronics Guadalajara
COMODD0014 Home Blaster 700 Computer San Marino
COMODD4 E-Reader 80 Computer Bordeaux
[}
Catalogue No Model Category Plant
TELOODOOL Communicator 232 Communications Salvador
TELODO1S Sat-Direct 1660 Communications Salvador
ELECOO0001 Home View 260 Electronics Guadalajara
COMODD0014 Home Blaster 700 Computer San Marino
COMODO04 E-Reader 80 Computer Bordeaux

heading row i

For Your Reference...

To apply shading to cells:
1. Select the table cells
2. Click on the Table Tools: Design tab
3. Click on the drop arrow for Shading
4. Click on the desired colour

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

Handy to Know...

e The shading gallery includes numerous
shades of the selected theme colours plus
ten standard colours. If you want to choose a
different colour, click on More Colours, drag
the marker around the larger Colours box
plus the vertical colour ramp as desired, and
then click on [OK].
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LAB 17: ADDING TABLES

MODIFYING BORDERS

When you insert a table in Word, it appears with
a border by default. This gives a matrix-like
appearance to the table. You can change any or
all of the lines in a table to suit your own tastes

and to add more visual appeal to the table. For
example, you could add a thicker outside border to
give the table definition or you may even decide to
have no borders at all.

Try This Yourself: - : -
Layout Y Tell me Ivana Robinson &4
Continue using the previous -
Q . . . P [y - 14 iy EERIEE R
£2 file with this exercise, or open === | Shading Border wt Borders Border
& 'L the file Creating T Styles~ i Pen Color~ [T painer
Tables_9.docx... le Styles o] Bottom Border
Top Border
1 Select the table, then click on Left Border
the Table Tools: Design tab Right Border
Click on the bottom half of Mo Bordler
2 Borders in the Borders group &l Borders
to display a gallery of options Outside Borders
i Inside Borders
From here you can select e .
what areas of the table the netde Horizontel Border
border will be applied to... Inside Yertical Border
. Diagonal Down Border
3 Select No Border, then click D T e N
OutSide the table '[0 see the Communications Salvador A= Horizontal Line
result Communications Salvador B -
- - m. Draw Table
g Electronics Guadalajara
Lets put an outside border Computer ——— B View Gridlines
around the table... = s [ Borders and Shading...

Select the table and on the
Table Tools: Design tab click
on the bottom half of Border
Styles in the Borders group
to display a gallery of options

o _——

TELOOOOL Communicator 232 Communications Salvader

TELOOO15 Sat-Direct 1660 Communications Salvador
Select a style ELEC00001 Home View 260 Electronics Guadalajara
5 3 i COMODO00014 Home Blaster 700 Computer San Marino
For this exercise we have comooos E-Reader 80 Computer Bordeaux
- |
chosen Double solid lines, ¥
pt, Accent 5...
Click on the bottom half of
Borders in the Borders group o
Catalogue No Medel Category Plant

and select Outside Borders

Salvador
Salvador

TELOOOOL
TELOODO1S
ELEC00001
COMOD00014
COMO004

Communicator 232 Communications
Sat-Direct 1660
Home View 260

Home Blaster 700

Communications
Guadalajara
San Marino

Electronics

7 Click outside the table to see

the result

Computer

E-Reader 80 Computer Bordeaux

For Your Reference... Handy to Know...
To modify borders: .
1. Select the table and click on the Table
Tools: Design tab
2. Click on Border Styles in the Borders group
and select a style

3. Click on Borders in the Borders group and
select a border type

You can use Line Style in the Borders
group to choose a style for your borders in
the same way you would use Border Styles.
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LAB 17: ADDING TABLES

ADDING CUSTOM BORDERS

You may want to apply a variety of border styles
and colours to your table in order to highlight
different areas of your table such as headings or
important data. Using the Border Painter you

can quickly and easily change specific parts of your
borders. You can also change the appearance of
borders using a variety of tools such as Pen
Colour, Line Style and Line Weight.

Try This Yourself:

Continue using the previous file
with this exercise, or open the file
Creating Tables_10.docx...

Same
File

Select the table, then click on the

MNo Border

arders Border

— Shading Border
- Styles - -
Table Styles ] M

Painter

=

Table Tools: Design tab
Lets add a border to the inside of

the table...

Click on Line style in the Borders
group to open a gallery of options

TELOOOO1

Communicator 232

Communications

Salvader

Select the dotted line option,

TELOOO15

Sat-Direct 1660

Communications

Salvader

ELECO0001

Home View 260

Electronics

Guadalajara

second from the top

COMOOoDO14

Home Blaster 700

Computer

5an Marino

Click on Pen Colour in the

COMODOoo4

E-Reader 80

Computer

Bordeaux

Borders group and select Blue

under Standard Colours

Point to the table so the pointer

i HhWN

changes to the paintbrush icon

This means the Border Painter is
active...

CotalogueNo | Model  Category  Pamt o |

TELOOOO1

L —
Communicator 232

Communications

Salvador

TELOOO15

Sat-Direct 1660

Communications

Salvader

Click in the middle of the line

ELECO0001

Home View 260

Electronics

Guadalajara

o)

beneath Catalogue No then drag

COMOOD014

Home Blaster 700

Computer

San Marino

to the right to apply the border to

COM0oo04

E-Reader 80

Computer

Bordeaux

the whole row

Click outside the table to see the
result

(6

This border is hard to see, lets

make it thicker...

Catalogue No

Model

Category

Plant

Click inside the table, then click on

TELOOOO1

Communicator 232

Communications

Salvador

TELODO1S

Sat-Direct 1660

Communications

Salvador

Line Weight in the Borders group

ELECOO0001

Home View 260

Electronics

Guadalajara

and select 1 %

COMOD00014

Home Blaster 700

Computer

San Marino

Repeat step 6 to apply this border

COMOoo4

E-Reader 80

Computer

Bordeaux

inside row and column

to all

borders

o

For Your Reference...
To add a custom border.
1. Click on the Table Tools: Design tab
2. Select a line style, line weight and pen
colour
3. Using the Border Painter, paint borders
onto the table

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

Handy to Know...

e Toturn Border Painter off press [esc] or click
on Border Painterin the Borders group.

e Border Painterturns on automatically if you
use any of the tools in the Borders group.
The only exception to this is if you use
Borders.
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LAB 17: ADDING TABLES

CHOOSING A TABLE STYLE

Table styles provide you with a series of stylistic
templates that can be applied to a table. These
styles control the type and nature of the borders,
colours, shading, banding, style of text,

alignment, paragraph spacing, and the like. There
are many styles from which you can choose and
you can even customise the existing settings of a
style to suit your own tastes.

n

Layout

References

Mailings

Review View

Layout

Q Tellmew

Color~

Borders

Model

Communicator 232
Sat-Direct 1660
Home View 260
Home Blaster 700
E-Reader 80

Category
Communications
Communications
Electronics
Computer
Computer

Plant
Salvador
Salvador
Guadalajara
San Marino

Bordeaux

Try This Yourself: _
Plain Tables
o Continue using the -
ic  previous file with this E
g exercise, or open the Grid Tables
3 file Creating S =
Tables_11.docx... EEEEE =
Click in the table, then
1 CIiCk on the Table o Catalogue No
Tools: Design tab TELO00D1
Click on the More Ef;ﬂ‘;ﬂ:;
2 arrow in the Table COMO000014
Styles group, as cOMO004
shown, to open the
Table Styles gallery

Point to several
options to see a Live
Preview of the result

Click on List Table 1
Light— Accent 1 (this
is a light blue style
located near the top of
the gallery)

h W

Click outside the table
to deselect it and view
the change

For Your Reference...
To apply a table style:
1. Click in the table
2. Click on the Table Tools: Design tab
3. Click on the More arrow for Table Styles
4. Select the desired style

Handy to Know...

e After you have applied a table style to a
table, you can modify it as desired. To do
this, click on the More arrow for Table
Styles and select Modify Table Style. From
the Modify Styles dialog box you can
change all features including font, banding,
paragraph spacing, borders, plus more.

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE
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LAB 17: ADDING TABLES

CREATING A TABLE FROM TEXT

You can easily convert a list into a table. This is a table, Word uses the paragraph marks to
useful if you have rows and columns of text you determine the number of rows and the tab marks to
would like to place into a table to make it easier determine where text should be split into cells.

to manage. By default when you convert text into

Paris Telephone Listing
Try This You rself: First Name Surname Department  Email Telephone Salary (€)
Henriette Lacombe Marketing hlacombe@alpheiusge fr 33135660256 52,500
Before starting this Chantelle  Poiret sales cpoiret@alpheiusge fr 33135660257 49,275
g o exercise you MUST open Jean Gerierre  Sales jgerierre@alpheiusge fr 33135660258 51,500
8‘ w the f[Ie Tab[e Pierre Kras Marketing pkras@alpheiusge fr Convert Text to Table ? b
Features_ 1.docx. .. Juliette Vasmeule Executive jvasmeule@alpheiusge.fi Table size
Gaston DelaMare Sales gdelamare@alpheiusge.f Mumber of col B <
umber of columns: =
SeleC’[ the data beIOW the Susi Lacombe Finance slacombe@alpheiusge fr R f_ = =
3 a Mumber of rows: =
1 head|ng Pal‘ls Telephone Katerina Castalova Finance kcastalova @alpheiusge.f !
. g AutoFit behavi
LIStlng MNerida Arameus Administration narameus@alpheiusge.fr Htorit behavior
- q Y n— - o q @ Fixed column width: |Auto 3
Click on the Insert tab, i ohr rounson ministration rounsun@la: emsg:. O AutoFit to contents
. . *antl Mauri Executi i il 4
2 then click on Table in the anthea aurice cutive xmaurice @alpheiusge.fr O AutoFit to wingow
. Chantelle  Renuasse Administration crenausse@alpheiusge.fi
Tables group to display a e _ _ Separate text at
Hugo Castille Administration hcastille@alpheiusge.fr

O Paragraphs O Commas

@Iabs Og‘ther:

menu of options

Select Convert Text to o o

W

Table to open the Cancel
Convert Text to Table
dialog box +Par'r's Telephone Listing
Word has recognised that First Surname | Department | Email Telephone Salary (€)
. . Ni
six columns are required, o
based on the number of Henriette | Lacombe | Marketing hlacombe@alpheiusge fr | 3313566 0256 | 52,500
tabs Set in the teXt- . Chantelle | Poiret Sales cpoiret@alpheiusge. fr 33135660257 | 49,275
:I Click on AutoFit to Jean Gerierre | Sales jgerierre@alpheiusgefr | 33135660258 | 51,500
WIndOYV under AUtOF’t Pierre Kras Marketing pkras@alpheiusge fr 33135660259 | 51,500
behaviour and ensure
TabS iS Selected Under Juliette Vasmeule | Executive jvasmeule@alpheiusge. fr 33135660260 | 101,500
Separate text at Gaston DelaMare | Sales gdelamare@alpheiusgefr | 33135660261 | 49,275
The text in this document Susi Lacombe | Finance slacombe@alpheiusge fr 33135660262 | 75,600
iS Separated by Tab Katerina Castalova | Finance kcastalova@alpheiusge.fr | 33135660263 | 35,750
characters... - N ;
Merida Arameus | Administration | narameus@alpheiusge. fr 33135660264 | 35750
5 CIICk on [OK] to ConV(.-:'rt Victor Brounson | Administration | vbrounson@alpheiusgefr | 33135660265 | 49,275
the text into a table with
borderS applled Manthea Maurice Executive xmaurice@alpheiusge. fr 33135660266 | 98,250
Chantelle | Renuasse | Administration | crenausse@alpheiusge.fr 33135660267 | 35750
Hugo Castille Administration | hcastille@alpheiusge.fr 33135660268 | 35750

o

For Your Reference... Handy to Know...
To create a table from text: e Itis important to check that the Number of
1. Select the required text columns is correct in the Convert Text to

2. Click on the Insert tab, then click on Table in .Ta{JIe dialog o J7 L nbimleier n e ik
isn’t as required, you may have forgotten to

the Tables group . .
insert a separator character in one or more
3. Select Convert Text to Table lines of text.

4. Select the desired options and click on [OK]
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LAB 17: ADDING TABLES

ALIGNING DATA IN CELLS

When you enter data into a table, the data will be cell alignment is changed. For example, if you have
left aligned in each cell by default. While this cells containing numbers of different lengths, they
alignment usually works well, there are times will appear neater if they are right aligned within the
when the table design could be improved if the cell.

E - 0 S Table Features_2 - Word
Try ThIS Yourself: File Home Insert Design Layout References Mailings Review
. . [ Select~ [ Draw Table ,j‘ m FE Insert Below  E MergeCells  £[]1.25em = BE BE|EE A_:’;
) Contlnue USIng the [EH View Gridlines BEraser E ‘zf N € Insert Left @Spl\t Cells E s EE' EE= ?
. . . . elete nser -
E pfeVIOUS ﬁle with this IR Properties - Above EE Insert Right £3 Split Table P AuttoFit ~ = =l = pirectior
Q exerCIse or Open the Table Draw Rows & Columns ] Merge Cell Size [F] Alignment
E file ’ Table - IR TN SRR RNE AR TR RNRETRRT T FARRE PRRE DRRETINREE ERIFINREENNREt ARSCIRRSL
7]
Features_2.docx... o
Select the top row of :
1 the table, then click on : A . .
. ] Ipheius Global Enterprises
the Table Tools: 7 P
Layout tab "_‘ *Par,l's Telephone Listing
CI |Ck On A Iign TOp rj Nﬂﬂr::g Surname Department Email Telephone Salary (€)
2 Centre in the ] Henriette | Lacombe | Marketing hlacombe@azlpheiusge fr | 331356560255 | 52,500
Alignment group to
change the cell o
alignment to centre
a"gned o g Faris Telephone Listing
3 ClICk tO the |eft Of the ,-:;:E Surnome Department Email Telephone Salary (£€)
fIrSt Salary 52’ 5001 then Henriette | Lacombe | Marketing hlacombe@alpheiusge fr | 33135660256 52,500
hold down and
. A Chantelle | Poiret, Sales cpoiret@alpheiusge.fr 33135660257 48 275
click to the right of the
J i Sal jgeri Iphei i 33135660258 51,
IaSt Salary 35,750 to 2an Gerierre ales jegerierre@alpheiusge.fr 500
Select a” Sa|arieS Pierre Kras Marketing pkrasi@alpheiusge.fr 33135660259 51,500
. Juliette Vasmeule | Executive jvasmeule@alpheivsge.fr | 33 13566 02 60 101,500
4 ?LI(;';S' OnLathOeut Tatglbe Gaston Delahare | Sales gdelamare@alpheiusge.fr | 3313566 0261 48,275
then C.“Ck OnyAIign TOF; Susi Lacombe | Finance slacombe@alpheiusge fr | 33135660262 75,600
Right in the Alignment Katerina Castalova | Finance kcastalova@alpheiusgefr | 33 135660263 35,750
group to change the cell Nerida | Arameus | Administration | narameus@alpheiusge fr | 33 135660264 35,750
aIignment to rig ht Victor Brounsen | Administration | vbrounson@alpheiusge.fr | 33 13586602 65 48,275
allg ned Xanthea Maurice Executive xmaurice@alpheiusge.fr 33135660266 8,250
Click outside the table Chantelle | Renuasse | Administration | crenausse@alpheiusge.fr | 33135660267 35,750
5 to deselect the text and Hugo Castille | Administration | hcastile@alpheivsge fr | 331356602 68 35,750
see the changes more ”
clearly
For Your Reference... Handy to Know...
To change cell alignment. o |If a table has rows that are significantly
1. Select the cell(s) higher tha_n the text — perhaps you havsa
2. Click on the Table Tools: Layout tab METUEL mcrgased i1 Uzl ROW Rl
i i i . the content will appear neater if you use the
3. Cll_ck on the desired alignment option in the three tools that centre the text vertically
Alignment group within the cell: Align Centre Left, Align

Centre or Align Centre Right.
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LAB 17: ADDING TABLES

DISPLAYING TABLE GRIDLINES

Table gridlines are displayed by default in Word. have applied borders to your table you won’t see
Gridlines help you to identify the borders of each the gridlines, as they remain obscured by the
cell when entering and formatting data. Gridlines borders.

appear as dotted lines and do not print. If you

o the above telephone number to confirm delivery date.
Try This Yourself: Description Quantity ::l(:e Line Total
, , Round Tank i
Before starting this 2::;t e S Ta60m . e
§ o exercise you MUST K 2120mm '
=~ . : mm,
8‘ w open the file Table 50001t H: 2080mm| 7 51350.00
Features_3.docx... 7501t b osomm: 1 $520.00
. a Pumps
1 C!|Ck in the table, then Alphejus 600 2-3 taps, 50L/min 1 $350.00
click on the Table Alphejys Silent 45 | 5-6 taps, 85L/min 2 $685.00
Tools: Layout tab Alpheiys. 800 3-4 taps, 53L/min 3 $399.00
y! Alphgius,
Total
The gridlines show the
columns, but as borders
I the above telephone number to confirm delivery date.
are applied to the rows, o
yO.U WI” nOt see the row Description Quantity 4 . Line Total
gridlines... foung Tanke
2 Click on View Gridlines 25001t g ';gg':l:' 3 $890.00
in the Table group to S0001t D: 1830mm, ) $1350.00
show the gridlines L 280 .
7501t ’ 1 520.00
H: 2230mm
Click on View Gridlines Pumps
3 in the Table group to Alphejus 600 2-3 taps, 501/min 1 $350.00
hide the grid”nes again Alphejus Silent 45 5-6 taps, 851/min 2 $685.00
Alphejus. 800 3-4 taps, 531/min 3 399.00
Alpheivs 3
Leave the document Total
open for the next
exercise
For Your Reference... Handy to Know...
To display or hide gridlines: e Gridlines do not appear if you view the
1. Click in the table gocument in Print Preview or in a web
rowser.

2. Click on the Table Tools: Layout tab
3. Click on View Gridlines in the Table group
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LAB 17: ADDING TABLES

INSERTING FORMULAS INTO A TABLE

Word can conduct simple calculations in tables calculate it. Word uses a function name to identify
such as subtracting by using formulas. A formula the calculation (such as SUM for addition), and the
is an instruction you can insert into a table that cells as references (such as cell C4) to determine
tells Word what data to calculate and how to the data to be calculated.

the above telephone number to confirm delivery date.
Try This Yourself: Description Quantity ::‘; Line Total
o Continue using the previous file with T T B: 1260mm,
g2 . s " 25001t H: 2120mm 3 $890.00 |
s i this exercise, or open the file Table e 2120
9 " Features_3.docx... 50001t H: 2080mm 2 $1350.00
o ) 7501t g 2;2:‘:; 1 $520.00
Ensure the gridlines are displayed, Pumps :
1 Click in the Line Total cell for the Alghslus 600 23 taps, 50U/min p 350,00
25001t tank Alphejus Silent 45 | 5-6 taps, 85L/min 2 5685.00
. Alphejus 800 3-4 taps, 531/min 3 $399.00
Click on the Table Tools: Layout tab, Total
2 then click on Formula in the Data
group to open the Formula dialog box o
Let's change the formula so it
multiplies the values... o Formula ? x
Select the value in Formula and type Eormula:
3 =C3*D3 Al
i i Number farmat:
This tells Word to multiply cell C3 (3) $#,£#0.00,(5% #£0.00) %
by cell D3 ($890.00) where the column Paste function: Paste bookmark:
is given a letter from A-Z and the row =z
is given a number from 1 onwards... Cancel

Click on the drop arrow for Number
4 format and select
$#,##0.00;($#,##0.00) to format the

the above telephone number to confirm delivery date.
result as currency _ .
i i : Unit i
. Description Quantity Price Line Total
5 CIICk on [OK] Round Tanks i
25001t g Egg':l: 3 $890.00 52,670.00
Repeat steps 71 to § to enter the D: 1830mm,
6 foIIowmg formulas 50001t H: 2080mm 2 51350.00 52,700.00
7501t g 2;2;’:; 1 $520.00 $ 520,00
5000lttank ~ =C4*D4 o :
750” tank =05*D5 Alphejus 600 2-3 taps, 501/min 1 4350.00 5 350.00
600 pump =C7*D7 Alpheius Silent 45 | 5-6 taps, 851/min 7 $685.00 51,370.00
45 pump =C8*D8 Alpheius. 800 3-4 taps, 531/min 3 $399.00 51,197.00
800 pump =C9*D9 Total |  58,807.00
Click in the empty Total cell, click on o
7 Formula, type =SUM(E3:E9), then
click on [OK]
For Your Reference... Handy to Know...
To insert a formula into a table: e The Formula dialog box has a list of built-in
1. Click in the cell, then click on the Table functions - such as Average, Maximum
Tools: Layout tab and If — that you can paste into the Formula

field. Using this feature will help to ensure
that you type the formula correctly.

You can use the function PRODUCT(LEFT)
to multiply values.

2. Click on Formula and type the Formula
3. Select a Number format, then click on [OK]
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LAB 17: ADDING TABLES

UPDATING FORMULAS IN A TABLE

A significant drawback when using formulas in
Word is that the formula does not update
automatically if the data in one of the dependent
cells changes. For example, if you change the

quantity of an item, the line total for that item will
not update automatically. You can, however,
instruct Word to refresh all formulas in a table after
changing any data.

the above telephone number to confirm delivery date.

Unit
Price

Try This Yourself:

: Line Total

Quantity

Description

. . . Round Tanks

Continue using the previous B T760mm,
2 o file with this exercise, or oot H: 2120mm e

= ] D: 1830mm,
@ '~ open the file Table 50001t . 2080mm 2 1390.50 5270000
Features_4.docx... 750Ut g 2;2;’:; 1 $520.00 $520.00

. . . Pumps

1 Tngle-cl_lck on $1350.00 in Alpheius, 600 2-3 taps, 501/min 1 $350.00 5 350.00
Unit Price for the 5000/t Alpheius Silent 45 | 5-6 taps, 85L/min 2 $685.00 | 51,370.00
tank to select the cell Alphejus 800 3-4 taps, 531/min 3 $399.00 51,197.00
Total | 5$8,807.00

Notice the Line Total has Round Tanks

not updated — it is still 25001t : E;ﬂmm: 3 $890.00 | 5267000

$2,700.00. For the correct p— D: 1630mm, " U R —

value to appear, the e

formulas need to be Eoh H: 2230mm 1 $520.00 | 51520000

recalculated... Pumps

Alpheius 600 2-3 taps, 501/ min 1 $350.00 5 350.00

Point to the top left corner of Alphejys Silent 45 | 5-6 taps, 85U/min 2 $685.00 | §51,570:00
3 the table until the cursor &lphivs 800 3-4 taps, 531/ min 3 §399.00 | 51,497.00

changes to a four headed Total | NN

We mistyped the Unit Price
for this tank...

Type $1,390.50 and press

arrow, then click once to
select the whole table

Press [r2] to perform a
recalculation — every

- . Round Tank
formula in the table will el Y
recalculate _ then CIiCk 25001t H: 2120mm 3 5890.00 52,670.00
. D: 1830 .
outside the table to deselect 50001t . 2080mm 2 1390.50 | 52,781.00
it 7501t 3 ig;’:m 1 $520.00 $ 520,00
Notice that the Line Total for Pumps
the 5000It tank has Alphejus 600 2-3 taps, 500/ min 1 :350.00 ss 350.00
. Alphejus Silent 45 5-6 taps, 851/ min 2 &85.00 1,370.00
increased to $2’ 781.00 and Alpheiys, 800 3-4 taps, 53U/ min 3 $399.00 51,197.00
the Total at the botft f
€ otal a € bottom o Total 58,888.00

the table has increased to
$8,888.00

above telephone number to confirm delivery date.

Description

Line Total

the

above telephone number to confirm delivery date.

Description

Quantity

Unit
Price

: Line Total

For Your Reference...
To update formulas:

1. Make changes to the cell value(s)

2. Select the table

3. Press

Handy to Know...

o To update a formula once you’ve made
changes to its dependent data, right-click on
the formula and select Update Field. This
will recalculate the cells and update the

formula value.
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LAB 17: ADDING TABLES

SORTING TABLE DATA

book or know at a glance which product is selling
best, you can present the data in a table and then
sort it.

The Sort function lets you sort data in a table.
Data can be sorted alphabetically, numerically or
by date, in either ascending or descending order.
So whether you want to organise an address

o the above telephone number to confirm delivery date.
Try Thls Yourself' Description Quantity g:l:e Line Total
Round Tanks
Continue using the PR
2 o previous file with this s H: 2120mm 3| s EEEE
=3 R . i mm,
& & exercise, or open the file 50001t B ST 2 1390.50 | 52,781.00
Table Features_5.docx... 7501t b oo 1 $520.00 | 51520000
Pumps
1 Select the three rows Alpheijus, 600 2-3 taps, 50U/min 1 $350.00 5 350.00
below Round Tanks Alphejys Silent 45 | 5-6 taps, 85L/min 2 $685.00 51,370.00
. Alphejus, 800 3-4 taps, 53U/min 3 $399.00 51,197.00
Click on the Table Tools:
Total 58,888.00
2 Layout tab, then click on
Sortin the Data group, to
open the Sort dialog box o oon 7 %
Ensure Column 1 is Sort by
3 selected in Sort by, then [Column 1 Type: [T AN | © ascending
click on the drop arrow for Using: |Paragraphs @ =Tmine
Type and select Number Then by
. . v : v @ Ascending
Ensure Ascending is e [ree O bescending
4 selected, then click on sing: Paragraphs )
[OK] to sort the three tank Then by
. ., - . v Ascendi
rows in ascending order of | [ e | © tscending
Volume Using: |Paragraphs v| 9
My list has
Let’S SOI'[ the Pump rows O Header row @ Mo header row
but this time the entries in
the first column are o ] [ conce
textual...
the above telephone number to confirm delivery date.
Select the three rows o _ _
5 below Pumps, then repeat Description . quantity | | Line Total
the steps 2 to 4 to sort the Round Tanks '
rows using the same 7501t g 2;2;’:; 1 $520.00 § 520.00
settings in the dialog box 25001t g ';:g':l:' 3 $890.00 | 52,670.00
6 Click outside of the table 50001t Di 1530mm, 2 1390.50 | 52,781.00
to deselect it Pumps
Alpheius 600 2-3 taps, 50L/min 1 $350.00 5 350.00
Alphejus Silent 45 5-6 taps, 851/min 2 4685.00 51,370.00
Alpheius 800 3-4 taps, 53L/min 3 $399.00 51,197.00
Total 58,888.00
For Your Reference... Handy to Know...
To sort table data: o To sort data in descending order select

Descending in Sort by in the Sort dialog
box.

1. Select the cells containing the data to be
sorted

2. Click on the Table Tools: Layout tab, then
click on Sort in the Data group

3. Select the sort criteria, then click on [OK]

Page 20

MUSTAFA H. ALI

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE




LAB 17: ADDING TABLES

MERGING TABLE CELLS

You can merge two or more cells in a table. To merge two or more cells, select the cells to
When you merge cells, all selected cells will merge and then apply the Merge Cells command
become a single cell. This is useful for headings to the selection.

that span across several columns, for example.

Try This Yourself:

Continue using the
previous file with this
exercise, or open the file
Table Features_6.docx...

Same
File

Click in the Description
heading cell, then hold
down and click in the
cell to the right, to select
both cells

=

Click on the Table Tools:
2 Layout tab, then click on
Merge Cells in the Merge

group

You can see the cells are
merged as the dotted
boundary has
disappeared between the
two cells...

Repeat step 1 to select
3 the four cells in the
bottom row as shown

Repeat step 2 to merge
4 the four cells into one

Because the word Total is
right-aligned, it remains in
the same position. If the
word had been left-
aligned, it would have
moved to the left of the
merged cell

o the above telephone number to confirm delivery date.
—= ; ; . Unit .
Description Quantity | e Line Total
Round Tanks
D: 650mm,
7501t H: 2230mm 1 $520.00 5 520.00
D: 1260mm,
25001t H: 2120mm 3 $890.00 52,670.00
D: 1830mm,
50001t H: 2080mm 2 1390.50 52,781.00
Pumps
Alphejus Silent 45 | 5-6 taps, 85L/min 2 $685.00 51,370.00
Alpheius, 600 2-3 taps, 50L/min 1 $350.00 5 350.00
Alpheius, 800 3-4 taps, 531/min 3 $399.00 51,197.00
Total 58,888.00
o H € - ; Table Features_6 - Word

File Home Insert Design Layout References Mailings Rey
[>g Select ~ m‘ Draw Table i J m Insert Below E Merge Cells
[ View Gridlines E| Eraser >'q € Insert Left E Split Cells
Delete  Insert —
r|'3| Properties - Above [ Insert Right | [ Split Table
Table Draw Rows & Columns ] Merge

o the above telephone number to confirm delivery date.

Unit

Description Quantity Price Line Total
Round Tanks
D: 650mm,
7501t H: 2230mm 1 4520.00 5 520,00
D: 1260mm,
25001t H: 2120mm 3 4890.00 52,670.00
D: 1830mm,
50001t H: 2080mm 2 1390.50 52,781.00
Pumps
Alphejus Silent 45 | 5-6 taps, 851/min 7 $685.00 51,370.00
Alpheius 600 2-3 taps, 50L/min 1 $350.00 5 350.00
Alphejus 800 3-4 taps, 53L/min 3 $399.00 51,197.00
Total 58,888.00

For Your Reference...
To merge cells:
1. Select the cells to be merged

Handy to Know...

o To merge several cells into two or more cells
(such as merging 8 cells into 4 cells), select

2. Click on Table Tools: Layout tab, then click iz Cill, Clleh am 21 TEls s (el

on Merge Cells in the Merge group

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

group, to open the Split Cells dialog box,
ensure that Merge cells before split is
ticked, then enter the desired number of
columns or rows.
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LAB 17: ADDING TABLES

SPLITTING TABLE CELLS

The Splitting Cells tool lets you select one or
more cells and split them into several cells. This
feature is particularly useful where you need
more cells in a particular row. For example, if you

have created a form, you might split two cells into
six cells so that you can include several fields of
data on the same row.

o Split Cells ? X
Try Thls Yourself: Mumber of columns: |2 EI
Mumber of rows: 1 EI

Same

Layout tab Round Tanks
D: 650mm;,
. 7501t He 2230mm 1 $520.00 5 520.00
Let’s add a new heading BT TZ60mm,
between Description and 25001t He 2120mm 3 $890.00 52,670.00
. L . D: 1830mm,
Quantity — Description will 50001t H: 2080mm 2 1390.50 | §2,781.00
need to be split into two cells... Pumps
) . ) Alpheius Silent 45 | 5-6 taps, 85/min z $685.00 $1,370.00
Click on Spllt Cells in the Alpheiys, 600 2-3 taps, 50L/min 1 $350.00 5 350.00
2 Merge group, to display the Alghsius, 800 3-4 taps, 531/min 3 $399.00 . $1,197.00
Split Cells dialog box Total | 58,888.00

. Price
[Olll(] to create two equal-sized Round Tamks
cells 7501t g gig;’:r; 1 $520.00 § 520.00
Let’s now make the new 25001 3 ;j:g':l: 3 $890.00 | 52,670.00
heading cell the same width as D: 1830mm,
A T g 50001t H: 2080mm 2 1390.50 52,781.00
Pumps
Point to the grid”ne between Alphejus, Silent 45 | 5-6 taps, 851/min 2 $685.00 51,370.00
4 the two heading cells, until the Alpheiys 600 2-3 taps, 501/min 1 $350.00 $ 350.00
pointer changes to 4 then Alphsius, 800 3-4 taps, 53L/min 3 $399.00 $1,197.00
’ Total 58,888.00
hold down and drag to the 2

File

Continue using the previous
file with this exercise, or open
the file Table
Features_7.docx...

Click in the Description cell,
then click on the Table Tools:

Ensure 2 appears in Number
of columns and 1 appears in
number of rows, then click on

left until the gridline lines up
with the column gridline

Click in the new heading cell,

then press [cu1] + [B | (bold) and
type Details

Merge cells befaore split

Cancel

the above telephone nu;mber to confirm delivery date.

Description

J |{

Quantity

Unit

i Line Total

Price

the above telephone number to confirm delivery date.

Description

| Details

Quantity :

i Unit

. Line Total

For Your Reference...
To split cells in a table:

1. Select the cell(s) to split
2. Click on the Table Tools: Layout tab, then

click on Split Cells in the Merge group

3. Specify the number of columns and/or rows

that you want to split the cell(s) into, then

click on [OK]

Handy to Know...

o |f you have multiple cells selected (for
example 8 cells in one column), you can split
them into numerous columns (e.g. 4) and
merge them into a reduced number of rows
(e.g. 2) simultaneously using the Split Cells
dialog box.

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE
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LAB 17: ADDING TABLES

UNDERSTANDING TABLE PROPERTIES

Tables offer much more flexibility than simply Properties dialog box. You can access this dialog
allowing you to create a grid of columns and box via the dialog box launcher for the Cell Size
rows. Many of the extra features you may require group on the Table Tools: Layout tab.

for your table can be found in the Table

T
o

Tat:lle|3r|:[:lvartie*> ? >
Table Bow Calumn Cell Alt Text
Size
|:| + | Measurein: |Centimeters
Alignment
Indent from left:
EH == H | oem 2
Left LCenter Right
Text wrapping
Mone Around Basitioning..
Borders and Shading... Options...
1 Table Use the settings in the Table tab to specify how wide the table should be (Preferred
width), its alignment on the page, how text should be wrapped around the table, how

far the table should be indented from the left margin and borders and shading options.
You can also set default cell margins and cell spacing via [Options].

2 Row Use the settings in the Row tab to specify how high one row, several rows, or all rows
should be, whether a row should act as a header row, and whether the row can break
across pages.

Column  Use the settings in the Column tab to specify how wide one column, several columns
or all columns should be.

W

4 Cell Use the settings in the Cell tab to specify how wide an individual cell should be and
how the text within the cell should be vertically aligned (top, centre or bottom of the
cell). You can click on [Options] to specify the default internal margins for an

individual cell.

Alt Text  In the event that the table will be uploaded onto the web and visitors to the web page
5 are waiting for the table to load or cannot see the table, you can insert alternative text
that will be displayed in place of the table. Here you might enter the name or

description of the table.

Page 23
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LAB 17: ADDING TABLES

ALIGNING TABLES

You can align a table on a page, selecting to left-
align, centre-align or right-align the table. This is
useful if the width of the table doesn’t extend
across the page, or to improve the layout of your

document. Word has several table alignment
options available in the Table Properties dialog

box.

o the above telephone number to confirm delivery date.
Try Thls Yourself: Description Details Quantit_v; :::e Line Total
Round Tanks
o Cont!nue qsmg the ] 7501t 3 2522;1:m 1 $520.00 $ 520,00
it  previous file with this B i3e0mm
, 25001t . ! 3 $890.00 52,670.00
o exercise, or open the H: 2120mm
§ file Table 50001t 3 ;ﬁig:: 2 1390.50 $2,781.00
Features_8.docx... Pumps
Alpheiys Silent 45 | 5-6 taps, 851/min 2 $685.00 51,370.00
. . Alphejys, 600 2-3 taps, 50L/min 1 $350.00 § 350.00
1 Click anywhere Ir_] the Alpheiys 800 3-4 taps, 53L/min 3 $399.00 51,197.00
table to activate it Total | 55,338.00
CI'Ck on the Table Please find enclosed ghegue.
2 Tools: Layout tab,
then Cllck on o Table Properties ? ¥
Properties in the Table Table  Bow  Cowmn  Cel  ARTed
group to open the Size
Tab’e Properties D’ﬁ;éﬁ‘ér‘r‘ia.ﬁ\'dfﬁﬁ Measure in:
dla|Og bOX Alignment
EE EE Indent from \efE:
3 On the Table tab, click =|| = | £ e B
on Centre in et Cemer  Riomt
Alignment, then click Text wiapping
on [OK] to centre the B || B
table (horizontally) on —
the page HMone Around Positionng.,.
Borders and Shading... | | Options... ‘
oK Cancel

the above telephone number to confirm delivery date.

Unit

Description Price

© Quantity |

: Line Total

Round Tanks
D: 650mm,
7501t H: 2230mm 1 4520.00 5 520.00
D: 1260mm,
25001t H: 2120mm 3 5890.00 52,670.00
D: 1830mm,
50001t H: 2080mm 2 1390.50 52,781.00
Pumps
Alpheiys Silent 45 5-6 taps, 851/min ) $685.00 51,370.00
Alpheiys, 600 2-3 taps, 50L/min 1 $350.00 5 350.00
Alpheiys, 800 3-4 taps, 53L/min 3 $399.00 51,197.00
Total 58,888.00

Please find enclosed chegue.

For Your Reference...
To align tables on the page:

Handy to Know...

¢ You can open the Table Properties dialog

1. Click in the table box by right-clicking on a table and selecting
' . Table Properties, or by clicking on the

2. CI!Ck onthe Tabl.e T?OIS' Layouttab dialog box launcher for the Cell Size group.

3. Click on Properties in the Table group

4. Select an Alignment option

5. Click on [OK]

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE
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LAB 17: ADDING TABLES

CHANGING THE DIRECTION OF TEXT

You can change the direction of text in tables so
that it appears vertically rather than horizontally.
Changing text direction is a useful feature for
specialised tables such as price lists, reports,

style you want.

invoices, and the like. Click repeatedly on Text
Direction on the Table Tools: Layout tab to cycle
through some of the available styles and select the

Try This Yourself:

W N B

press @ and type Pumps in
the second empty cell

Click on the Table Tools:
Layout tab, then click on

Text Direction in the : : :

A Iign ment group Description Details Quantity : Line Total
Round Tanks

The text becpmes vertical. S D= 6somm, ] 552000 s 520.00

Let’s keep clicking on Text 25001t p: 1zé0mm, 3 $890.00 |  52,670.00

Direction to cycle through i )

some of the available 50001t He 2080mm. 2 1390.50 52,781.00

ol

styles... 5

Click on Text Direction to

apply the next style, Align Alpheius Silent 45 | 5-6 taps, 85L/min 2 $685.00 | 51,370.00

Bottom Centre Alpheius 600 2-3 taps, 50L/min 1 $350.00 S 350.00
Alpheius §00 3-4 taps, 531/min 3 $399.00 | 51,197.00

the above telephone number to confirm delivery date.

Description

: Details

© Quantity

: Line Total

; ; . Round Tanks
S o Before starting this exercise _— D: 650mm, ; 2000 5 520.00
S = you MUST open the file O T260mm
I'L 25001t ' 3 %890.00 52,670.00
o Table Features_9.docx... H: Zi20mn ' i
50001t H: 208l]mrr|' 2 1390.50 52,781.00
Click in the first empty cell in Pumps|
the f| rst Column Alpheius Silent 45 5-6 taps, 85L/min 2 %685.00 §1,370.00
Alpheius 600 2-3 taps, 50l/min 1 $350.00 S 350.00
Type Round Tanks then Alpheius 800 3-4 taps, 53L/min 3 5399.00 51,197.00
! Total | 58,888.00

Please find enclosed gheque.

(2

the above telephone number to confirm delivery date.

Select Align Bottom Left in
5 the Alignment group, then
repeat step 4 untii Round

o

the above telephone number to confirm delivery date.

Tanks is the same : : :

orientation Description i Details Quantl'tyé i Line Total
6 Select both cells, click on the B

Table Tools: Layout tab, aF

i L e e

’ D: 1Z260mm,
to centre the text along the oot H: 2120mm : S890.00 52,670.00
left of the cell 50001t a ;ﬁ;g:.:' 2 139050 | 52,781.00

Deselect the text to view the
7 result

Pumps

For Your Reference... Handy to Know...
To change text direction in a table: .
1. Select the text to be rotated

2. Click on the Table Tools: Layout tab, then
click on Text Direction

Rather than cycling through the text direction
options by clicking repeatedly on Text
Direction, you can also right-click on the cell
and select Text Direction to display the Text
Direction dialog box and then choose an
option directly.
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LAB 17: ADDING TABLES

REPEATING HEADING ROwsS

If you have a table with many rows, such as a on the first page, it may be hard to navigate if the
contact or product list, the table may extend headings only appear at the top of the table. This
across multiple pages. In this instance, when the can be resolved by repeating the header row at the
user is looking at a section of the table that is not top of each page.

| Conar Healy Dublin chealy@alpheiusge.ie | 353 1873 6561

Try This Yourself:

Before starting this exercise
you MUST open the file
Table Features_10.docx...

Open
File

Scroll through the document
and notice the column
headings appear only at the

Y

Start Of the table on the ﬁrSt Peter Morrow Dublin pmorrow @alpheiusge.ie 353 1 873 6562
page Anthony O'Brien Dublin achrien@alpheiusge.ie 353 1873 6563
Return to the top of the o
2 document and click in the
blue-grey heading row —
This row contains the | BEvwbuerows =00 AZ [ AL Y £
column headings that we T 2 istbute Coturms | = = Ten cal Carwest Formula
want to repeat on every z =l & = pirection Margins to Text
] Alignment
page... S3o0 .48 5. -6-&8?- LB -9-?-10- [RECENNT. WREEINRECONRECIN SCONRE T AL
Click on the Table Tools:
3 Layout tab, then click on
Repeat Header Rows in the
Data group, to mark this row
as the repeating row o
4 Scroll down to page 2
The header row is now |M | Healy | Dublin | chealy@alpheiusge. ie 353 1 873 6561
repeated at the top of the
page...
Click on the Next Page
5 button to view the other
pages
The header row should
appear at the top of each
page, where the table
ocecurs First Name | Last Name | Office E-Mail Business Phone
Peter Morrow Dublin pmorrow@alpheiusge.ie 353 1 873 6562
For Your Reference... Handy to Know...
To insert a repeating header row: e Note that the repeating header row feature
1. Click in the row that contains the headings will not work on a table that has been split

; over two pages with a manual page break.
2. Open the Table Tools: Layout tab When inserting a page break between a

3. Click on Repeat Header Rows in the Data table, Word recognises the tables as two
group separate tables.

Page 26
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LAB 17: ADDING TABLES

CONVERTING A TABLE TO TEXT

Word lets you convert tables to text. You can conversion, you can specify the separator
choose to convert the whole table or a range of character that will be used in place of the column
contiguous rows anywhere within the table. You boundaries, such as tabs or spaces, while each
cannot convert selected cells. As part of the row will be separated with paragraph marks.

Try This Yourself: (1 Alpheius Global Enterprises

Before  starting  this | Sialy Listing

§. g eXerCise yOU MUST Open First Name | Last Name | Office E-Mail Business Phone
i .
o the ﬁle Table Peter Reynolds Auckland preynolds@alpheiusge.com.nz 649 344 02159
Features_11.docx...
- Mary Campbell| Auckland mcampbell@alpheiusg Convert Table To Text ? e
1 Click anyWhere in the Helen Kai Auckland hkai@alpheiusge.com.| Separate text with
table Morris Maunga Auckland nmaunga@alpheiusge O Paragraph marks

YOU W[II Convert a” data in Vivian Smith Auckland vsmith@alpheiusge.co| () Commas

the table to text... Grace Goodsen Auckland gecodson@alpheiusge O gther:

Click on the Table Tools: T

2 Layout tab, then click on o Cancel

Convert to Text in the

Data group to open the

Convert Table To Text 3] Alpheiius Global Enterprises

dialog box

Ensure Tabs is selected, Stafy Listing

3 click on I:OK], then click in First Name Last Name  Office E-Mail Business Phone

the heading to deselect Peter Reynolds Auckland preynolds@alpheiusge.com.nz 64 9 344 0219

the teXt Mary Campbell Auckland mcampbell@alpheiusge.com.nz 64 9 344 0202
Helen Kai Auckland hkai@alpheiusge.com.nz 64 9 344 0203

The table WI” be Morris Maunga Auckland nmaunga@alpheiusge.com.nz 64 9 344 0204

converted to text, where Vivian Smith Auckland vsmith@alpheiusge.com.nz 64 9 344 0205

el

eaCh Ce” in a row iS Grace Goodson Auckland ggoodson@alpheiusge.com.nz 64 9 344 0206

Separated by a tab mark Kate Rualowry Auckland krualowy@alpheiusge.com.nz 64 9 344 0207

and each row has Brian Houson Auckland bhouson@alpheiusge.com.nz 64 9 344 0208

become a new

PRI e (4 Alphejius-Global-Enterprisesf|

4 Click on the Home tab,

then click on Show/Hide Staff-Listing]
to dISplay the tab and First:-Name - Last-Name — Office —+ E-Mail — Business-Phonef
paragraph marks that Peter —+  Reynolds —+ Auckland -+ preynolds@alpheiusge.com.nz -+ 64-9-344-02199
haVe been Inserted to Mary -+  Campbell =+ Auckland -+ mcampbell@alpheiusge.com.nz -+ 64-9-344-02029
Separate the teXt N the Helen —+ Kai —+ Auckland + hkai@alpheiusge.com.nz —+ 64-9-344-02039
ConVerSion Norris -+ Maunga —+ Auckland -+ nmaunga@alpheiusge.com.nz —+ 64-9-344-02049
Vivian —+ 5Smith -+  Auckland -+ vsmith@alpheiusge.com.nz —+  64-9-344-02059
Grace —+ Goodson —+ Auckland + ggoodson@alpheiusge.comnz —+ 64-9-344-02061
Kate —» Rualo —+ Auckland -+ krualowy@alpheiusge.comnz —+ 64-9-344-02079
Brian —+ Houson —+ Auckland -+ bhouson@alpheiusge.com.nz —+ 64-9-344-02089
For Your Reference... Handy to Know...
To convert a table to text. o Although separating the text using tab marks
1. Click in the table, then click on the Table produces a pleasing effect when converting a
Tools: Layout tab table to text, you can choose other separator
2. Click on Convert to Text and select a characters. For example, if you want each
cell entry to be converted to a new
separator ) .
i paragraph, click on Paragraph marks in the
3. Click on [OK] Convert Table To Text dialog box.
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