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Working with Tables in Word

When do we need a table?

• We use tables when we:

• display data in rows and columns (schedule, price list, results)

• want to compare values

• want a neat layout (instead of using many tabs and spaces)

• Examples:

• class schedule

• list of students with points

• product price list



Working with Tables
Drawing tables - Table/Draw Table

manual drawing of tables

deleting parts of an existing table

choosing the line style for table borders

choosing the border line thickness

choosing the border color

showing/hiding gridlines

choosing the fill color for the inside of the table

options related to inserting tables, rows, columns, …

merging several cells into one

splitting one cell into several new ones



Working with Tables
Table
Drawing tables - Table/Draw Table

setting text alignment inside cells

setting equal height for selected rows

setting equal width for selected columns

using predefined table formatting templates

changing text direction in a table

sorting text alphabetically in ascending order

sorting text alphabetically in descending order

automatic sum



Working with Tables
Inserting tables - Table/Insert/Table



Working with Tables
Deleting tables - Table/ Delete



Working with Tables
Adjusting table size - Table/AutoFit

Automatic table formatting - Table/Table AutoFormat



Working with Tables
Converting a text list to a table and vice versa

• Table/Convert/Text to table
• Table/Convert/Table to text



Working with Tables
Using formulas in tables - Table/Formula

Examples of formulas:

• =C5*1,5

• =A3+B5-C2

• =PRODUCT(A1; B5)

• =SUM(A2:A9)

• =MAX(B3:B7)



Exercise

Create tables



Working with Charts

Charts allow us to:

• visually present numerical data

• more easily see trends, comparisons and differences

• make a report or seminar paper look more professional

Table = numbers

Chart = “picture of the story”



Working with Charts
Inserting a chart - Insert/Picture/Chart
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Working with Charts
Chart type - Chart/Chart Typе



Exercise

Create a chart based on the table
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