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Chvons
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)
e want to compare values
 want a neat layout (instead of using many tabs and spaces)

 Examples:
* class schedule
* list of students with points
e product price list



QWB@@(&

Working with Tables

Drawing tables - Table/Draw Table
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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
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Working with Tables

Table

Drawing tables - Table/Draw Table
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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
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Working with Tables

Inserting tables - Table/Insert/Table

Insert Table x|

Table size
Murber of columns: Ia 5‘ 1 Table... Insert Cells x|
Mumber of rows: IE = A Columins to the Left b Sh'FtEEHSHth
. £ i3hift cells down:
FoYlldul o |:|E-'|-Ia"|"i|:|r an I:Dlumns ta thE E";ht r Inserk entire [l
(% Fixed column width: [auto = == Rows hove " Insert entire column
™ AutoFit ko contents 22 Rows Below |
™ autoFit ko window | OK Cance
o= Cells,..
Table style: Table Grid AutoFormat, .. |

[~ Remember dimensions For new tables

(84 Zancel
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Working with Tables

Deleting tables - Table/ Delete

Table
I Columns

=+ Rows
o Cells...

Delete Cells

™ shift cells up
™ Delete entire row
" Delete entire column

| Ik I

Cancel
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Working with Tables

Adjusting table size - Table/AutoFit

T
S

AuUtoFit to Contents
AutoFit to Window x|

Cateqgary:

Fized Column Width TSRS - |

Table styles:

Distribute Rows Evenly Table Grid 6 2l e |

Table crid 7

. . Table Grid &
Distribute Columns Evenly Tole Lt 1 Delete., |
Table List 2
Table List 3
Table List 4
Table List 5

Table List & J fodif |
Table List 7 —
%_ﬂ —IDQFE'”'t"'

Preview

Automatic table formatting - Table/Table AutoFormat I

West ) 4 7 17
South 8 7 9 24
Total 21 18 21 &0

T
o
L

Bf &5 HE 8

Apply special formats ko
- Heading rows | Lask romw
[ First calumn [ Last column

Apply I Cancel
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Working with Tables

Converting a text list to a table and vice versa

* Table/Convert/Text to table
* Table/Convert/Table to text

Convert Table To Te |

Separake bexk with
™ Paragraph marks

" Tabs

i Semicolons
f* Other: IT

I¥ Convert nested tables

(0] 4 Zancel

Americjum | Am | 95
Germanijum | Ge 32
Selen Se 34
Bor B S

Azot N 7

Ziva Hg 80
Sumpor S 16
Hlor Cl 17
Renijum Re 75
Vodonik H 1

Silicijum S1 14
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Americijum,Am,95
Germanijum,Ge,32
Selen,Se,34
Bor,B,5

Azot,N,7
Ziva,Hg,80
Sumpor,S,16
Hlor,C1,17
Renijum,Re, 79
Vodonik,H, 1
Silicijum,Si1,14
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Working with Tables

Using formulas in tables - Table/Formula

Formula x| Examples of formulas:
— + =C5*1,5
Mumber Format: e =A34+B5-C2
e + =PRODUCT(A1; BS)
=l I e =SUM(A2:A9)
% || &= . =MAX(B3:B7)
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Exercise

Create tables Prezime
Ime
Adresa
Grad Postanski br. DirZava
Telefon | () E-Mail
Intenzitet hladenja RaspoloZiva Q | Zapremina Metod placanja 0 0 0
temperatura At (KW) m? Check VISA MasterCard
64°C - 34°C 30 8778 158004 PORUDZIBENICA
64°C - 24°C 40 11704 210672
649C - 149C | 50 14630 263340 Kurs Cen2 | Popust fznos
649C - 100C | 54 15800 284400
Ukupno
Porez
Ulkupna cena
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Working with Charts

Charts allow us to:

e visually present numerical data
e more easily see trends, comparisons and differences
e make a report or seminar paper look more professional

Table = numbers
Chart = “picture of the story”
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Working with Charts

Inserting a chart - Insert/Picture/Chart

! i Microsoft Graph - Graph in Documents == x|
© Fle Edit Yiew Insert Format  Tools Data  Chart  Help Type a question For help ~
T e EsanoED = a- WEHS >

{ aridl o -[Blzujs=s=B% > wals s

B Documents - Datasheet

A B 1] E F G
| 1st Ot 2nd Qtr 3rd Otr [4th Otr

1 _afl|East 20.4 274 90 204
2 afl|West 30,6 38,6 34,6 316
3 afdiNerth 45.9 46.9 439

(]

Documents - Chart

Ist  2nd 3rd
O ot

4th
atr

Ready LI
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1st Qtr 2nd
Qtr

3rd
Qtr

4th
Qtr

o ] 4
A B C 1] F G H =
1st Citr Znd Otr [3nd Otr 4th Otr
1 _af|East 20,4 274 90 204
2 afl|West 30,6 8.6 .6 3.6
3 afiMorth 45,9 469 45 439
4
b
6
7
i |-
9
10 =
(] | Ll
0O East
B W est
O North
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Chart type - Chart/Chart Type

Chart Type

Standard Types | Cuskom Types I

X

Chart bype: Chart sub-tvpe: Chark Litle:
olurmn I
E Bar Cat (%) ax
ategar axis:
|ﬁ Line =AEaory
iQ Fie I
. w [ Srather) Yalue () axis: o e
by Area I : ,:hf
Doughinuk
@ g i £— Second category (1) axis;
@r Radar I
@ Surface
@ Bubble LI SEl:I-:nnd walue () axis:
a =
“Options ; Clustered Colurmn, Compares values across
I™ apply to selection Fategories.
™ Default formatting
; | (0] 4 I Cancel
Press and Hald ko Yiew Sample |

Sek as default chart

(] 4 I Zancel

Chart Dptions

| Axes I Gridlines I Legend

| [ata Labels | Data Table I
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Exercise

Create a chart based on the table

Americijum Am | 95
Germamijum | Ge 32
Selen Se 34
Bor B 5

Azot N 7

Ziva Hg 80
sSumpor S 16
Hlor Cl 17
Renijum Re 75
Vodonik H 1

Silicyjum S1 14

100
00
20
70
50
50
a0
30
20
10
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kolicina

O Americijumm
B Germanijur
O 5Selen

O Bor

B Azot

M Ziva

B Sumpor
O Hlar

M Eenijum
B Vodonik
O Silicijumm
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Questions & Answers
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