UNIVERSITY OF WISCONSIN OSHKOSH

Word 2007

Tables and Charts

Sarah Bradway
8/1/2008



Table of Contents

CREATE A TABLE ......cceiiiiiiiiiiiiiiiniriieiiissinrsssassssss s tssssassssssssssessassssssssssssssssssssssssssssssssssssssssssssssssssssssssssnssssssssanns 1
Create Table UsiNg TOOIDAr........iii ittt e e e e e e s atae e e ssbaeeesnseeaesnssaeeesas 1
Create Table USiNg DIalog BOX .....ccccuiieiiiiiieeieciieie e et ee e ettt e e ettt e e e e stte e e s easseeessnsaeeesssaeeesnsssesesanssesesnnssneenns 1

ENTER DATA IN A TABLE .....oeeeeeiiiiiiittieiiiiiieeeeeeeiesiieeeseesssisssitesssssssssssstesssssssssssstessssssssssssteessssssssssssesssssssssssseees 2
MOVE AarouNd iN @ TaDIE......i e s e b e e aree s 2

IMODIFY TABLE STRUCTURE ......c.uuiiiiiiiiiiiiiiiiitieeiiininieeseeeissssieessessssssseeesssssssssstessssssssssssseesssssssssssnesssnssssssssnees 2
Insert Additional CoOIUMNS OF ROWS.....cccuuiiiiiiiiiieniie ettt et sttt e st e s e sbee e saee e sreeesareean 2
Deleting ROWS OF COIUMNS ....uiiiiiiiiisiciiie e ciiee sttt e e st e e st e e et ee e e e sbee e e s sabeee e esabeeeesssbeeessssseeessnnseeessnssenas 3
MOVE COIUMNS OF ROWS ...ttt ettt ste e sat e sttt e bt e bt e sbeesate s bt e bt e bt enbeesbeesaeesabeeaseenbeesseesaeenas 3

RESIZE ROWS OR COLUIVINS .......uiiiiiiitiieiiiiiiiiieeeiiisiieeseessisssssssssassssssssasssssssssssssnessssssssssssseessnssssssssnesssnnsssssssnnes 3
Set Column Width or Row Height using Table BouNdaries.........ccceeuveiiriiieiieiiiee e 3
Set Column Width or Row Height to @ Specific ValUe.........oeoeuiiiiiciiiieeee e 4
Set Column Width USiNg AULOTIT........eeiiiiiieceeee ettt e e e e et e e e e b e e e s eaaaeeaean 4

IMIERGE OR SPLIT CELLS ....oiiiieeeiiiiiiiitieiiiiiiieeeeaessssiesssaeesssss s s ssesaassssss s s e s s sasssssssssessssssssssssseessnssssssssneessnnssssssnnnes 4
V1T =L =1 SRS 5
1Yo Lo =Y | £ R 5

POSITION TEXT IN A TABLE CELL .....coiiiiieeiiiiiiiiieeiiiiiiieiieesiisiessssasssssssssssaassssssssasssssssssssssssessassssssssnesssnnsssssssnnes 5
(0 oL oY Ol T [ 7= 0T o T=T | PR 5
(0 o T T g Y K Gl DT T =T £ o Yo VSRR 6

APPLY BORDERS AND SHADING .....ccccuuuiiiiiiitieeeiiiiiiieteeesiiiiirissessssssiirsssessssssiiresssssssssstiimessssssssssstmessasssssssssesessnns 6
APPIY ShAadiNG USING STYIES ..ot e e e e et e e e et e e e e abe e e e eabeeeseabaeeeentaeesenranas 6
F YT o] VA 2T o [=T PP 6
F Yo T o] AV U1y oY a0 2 o] e 1=Y 3SR 6
F Yo7 o1 V] o F- o [ 1o Y- SRR 7
F YT o] VN oY o =T o [P UPP 7

TABLE STYLES ...cuiiiiiiiitiiiiiiiiiiiieiiiiiiiietieeiiiesieeesassssiiiitteesssssssiessteesssssssessteesssssssssssstessssssssssssssesssssssssssssssssnssssans 8
(O LR I o] 1Y Y LIRS 8
F YT AV 11 o] (Y AV [PPSR 8

SORT TABLE ....ceeeuiiiiiiiiiitiieiiiiiiitietteeiiiietieteseessiiisitteesssssssissstessssssssssssseesssssssssssstessssssssssssseesssssssssssssesssssssssssssesssnnes 9

o] 5 @] 14101 s PO T T T T T T T P TP TP PP 10



CONVERT TEXT INTO A TABLE .....ccoeiiiiiiiiiiiiitiiiiiiieiieiiieeeitiieieieeieseeseseessesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssss 10

Convert Tabbed Text into an Unformatted Table.........ccooviiiiiiiiiiee e 10
CoNVErt @ TADIE INTO TEXE ... .eiiiiieiiie ettt et ettt e s bt e e st e s be e e bee e s beeesneeesaseesareeesareenane 10
PERFORM CALCULATION IN TABLES......cccuuiiiiiiiiininniiiniiiiesieesiissiiinssssssssssiimsssssssssssssssssssssssssssssssssssssssssssssnssssssss 11
VLo Toru o] o [PPSO PRRTOPPRPPRE 11
LAY =40 ] o aT=T o) RSP PPRPTPTRTPPPNE 12
Enter FOrmulas in @ TabIe ..ottt sttt s e e be e e saneeenees 12
WARNING: Updating FOIMUIGS ...cceceiieeeeiiie ettt et e st e e e tee e e st e e e s et e e e e e nbaeesennsaeeeennsenas 13
CREATE AND IMODIFY A CHART ... iiiitteiiiiiiiiitiieiisiiieeseesissssiessssssssss s s s e ssassssssssseessasssssssstresssssssssssssesssnssssssssnnes 13
Create @ Chart from @ Word Table ...ttt et e e sbee e 13
Y oo [y AV @ o =Y A 2T USRS 13
Y T To 11 AV @ o T= Y o A Y/ o TSSOt 13
Adding Titles aNd LADEIS .....ooeieiiiee e ettt e e et ae e e et e e e e e abe e e s e nbeee s enreeas 14

Modify Chart FOrMAtting ......eeeiieiiiie e et e e e st e e e st e e e s b re e e e sbeeeeesreeaessanes 14



Create a Table

Microsoft defines a table as a container used to organize text, data, or pictures. Tables consist of boxes
called cells. A group of cells arranged vertically is called a column. A group of cells arranged
horizontally is called a row.

cells
> + Rows
r 3 S S
columns
Create Table Using Toolbar .
1. Place the insertion point where you want to insert the table. 17 e
2. Activate the Insert Ribbon ES%ES%%EES
N O
3. Click the Table button I O
nagiecee:
4. Inthe grid, click and drag to select the desired ber of d
n the grid, click and drag to select the desired number of rows an OO000a0000
columns. N
_:I Insert Table...
Note: Each box in the grid represents one cell in the table. #  DrawTable
5. Release the mouse button to insert the new table into the document. [ Excel Spreadsheet
] Quick Tables 3
Create Table Using Dialog Box
1. Place the insertion point where you want to insert the table.
2. Activate the Insert Ribbon i
H Table size
3. Click the Table Button ber f colams: =
4. Select “Insert Table” . Mumber of rows: [ =]
AutaFit behawvior
5. The dialog box pictured at right will appear. ¢ Fixed column width: feuto =

€~ AutoFik to contents
" AukoFit to window

Table stvle: Table arid AukoFormat. ., |

6. Use the roll box to determine the number of columns and rows
needed for the table.

[ Remember dimensions For new tables

oK I % Cancel
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7. Click OK to complete the table and insert it into the document

Enter Data in a Table

To enter information into your table
1. Click on the cell you would like to contain information

2. Type inthe desired text.

Move around in a table

Entering information into a table could be very tedious and time consuming having to move the mouse
every time information needed to be entered. Use the shortcuts listed below to move quickly through a
table.

One cell to the Right Tab or Right Arrow
One cell to the Left Shift+Tab or Left Arrow
Down one Row Down Arrow

Up one Row Up Arrow

Modify Table Structure

Once a table has been created, it may be necessary to add extra rows or columns to accommodate all
the needed information.

Insert Additional Columns or Rows
1. Activate the table by clicking on it; notice that two new ribbons have been added (Design and
Layout).

2. Activate the Layout Ribbon

a. Ifyou are inserting a single column or row, place the insertion point in a column or row
next to where the new row or column will be.

b. If you are inserting multiple columns or rows, select the number of columns or rows in
the table equal to the number you want to insert

o B
3. Locate the Rows and Columns group and use one of the

buttons to insert the extra row(s) or column(s). Insert Insert Insert Insert
Above Below  Left Right
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Deleting Rows or Columns

1.

3.

4.
Move Columns or Rows
1.
2.
3.

Select the column(s) or row(s) you would like to delete x
Delete

Activate the Layout Ribbon

Delete Cells...

Click the Delete button. g
f Delete Columns
=

Click the appropriate option to delete a portion or the entire table. Delete Rows

b

Delete Table

Activate the Layout Ribbon

Select a cell in the column(s) or row(s) you would like to move.
Click the Select button on the far left part of the ribbon

Click the appropriate selection for cell, row or column

Note: This action ensures that the entire column (or row) is selected not just the text within the
column (or row).

Activate the Home Ribbon
Click Cut button on the ribbon or right click and select cut
Reposition the insertion point

a. For columns, click on the column to the right of where you want the cut columns
inserted.

b. Forrows, click on the row below where you want the cut row inserted.

Right Click your mouse and select “Paste

Resize Rows or Columns

Set Column Width or Row Height using Table Boundaries

1.

2.

Place the mouse pointer on the right boundary of the column or the bottom boundary of the row

-
you wish to adjust so that the mouse pointer becomes a double-headed arrow. (= or +||+)

Set the column width or row height by dragging the border to a new location

Note: Double clicking a border will automatically size your row or column to fit the text.
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Cel



Set Column Width or Row Height to a specific Value
1. Place the insertion point inside the table.

2. Activate the Layout Ribbon 5] Height: |0.5° -
3. Select the rows or columns to resize o Width: |1° :

4. Type the desired size into the spaces provided

5. Selected cell s willimmediately resize.

Set Column Width Using Autofit j
1. Activate the table by clicking on it. AutoFit
2. Activate the layout ribbon B& | AutoFit Contents
e .
3. Click the Autofit button and select the desired option | AutoFit Window
B Fixed Column Width

a. Autofit contents: will resize the table to fit the data
b. Autofit window: will adjust column widths so that the table stretches across the page.
c. Fixed Column Width: Enables you to choose a specific width for the columns

4. Table willimmediatley resize

Merge or Split Cells

Occasionally a table may need to be arranged in a way other than the standard grid form. For example,
a cell containing a title may look better if it spans the entire length of the table. Merging and splitting
cells is great way to customize a table to your needs.

Employee Phone Numbers < Merged Cells
Sarah Blodgett Work: 424-3333 <
Split Cells
Home: 555-1212 <

Judy Chartre Work: 424-0238

Home: 555-1234
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Merge Cells
Cell Merge enables you to take a group of adjacent cells and combine them into a single, larger cell. The
new cell will be the size and shape of the original selection.

1.

3.

4.

Select the adjacent cells you want to merge together
Activate the Layout Ribbon
Click the “Merge Cells” button

Cells will immediately form one cell

Note: If you merge several cells that contain content, the information in the first cell will appear as
the first paragraph in the merged cell, the information in the second cell will appear as the second

paragraph in the merged cell, and so on.

Split Cells
Cell split enables you to divide a single cell into a group of adjacent cells. You can split the cell into a
specified number of columns or rows that take up the same amount of space as the original cell.

1.

Place the insertion point in the cell you want to split. 2] x|
Activate the Layout Ribbon Murber of columns:  [4 =

Mumber af rows: |1 5‘

¥ Merge cells before split

The dialog box at right will appear I—I
(4 Cancel |

Click the Split Cells button

Use the roll boxes to determine how cells should be divided
during the split.

Click OK

Cells will immediately be divided

Position Text in a Table Cell

Change Cell Alignment
1. Select the cells
2. Activate the Layout Ribbon
3. Choose one of the cell alignment choices from the ribbon
4. Alignment choice will immediately be applied

Note: Cell alignment is also available on the right-click menu
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Change Text Direction
1. Select the cells

2. Activate the Layout Ribbon
3. Click the Text Direction button

4. Text will switch to the next direction-type, click the button again to turn text upside down,
continue clicking until the text is in the desired direction.

5. Note: Text direction is also available on the right-click menu

Apply Borders and Shading
Border and Shading can be used to enhance the appearance of your table. They are also used to direct
attention to a particular piece of information.

Apply Shading using Styles

1. Select the table you want to format.
2. Activate the Design Ribbon

3. Inthe Table Style Options Group, click the check marks next to the areas of the table that need
to be modified.

4. Choose a table style from the gallery to apply to your table. Use the roll buttons and dropdown
to view more table styles.

5. Click the desired style and the table will automatically update.

ordersq

Apply Borders

Eottom Border
1. Select the table or table cells that you want to format.

Top Border

2. Activate the Design Ribbon Left Border

Right Barder

3. Click the Borders Button Dropdown. Mo Border
EH AN Borders
4. Click the type of border to apply to the selected cells. TR

== | Inside Borders

5. Cells will update automatically.
Inside Harizontal Border

Inside Vertical Border

Apply Custom Borders

Di | Down Bord
1. Select the table or table cells that you want to format. agenatiomn Bareer

Diagonal Up Border

Harizontal Line

2. Activate the Design Ribbon
Draw Table

View Gridlines

i<
3. Click the Borders Button Dropdown. i
O

EBorders and Shading...
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Borders and Shading x|
4. Choose Borders and Shading from the bottom of the o | et ljﬁi"gl o
dropdown list. ’7 o o o apo borders
5. Select the Borders options you want. ’ﬁ Box
all
6. Click the table in the preview section to design the —
table. . 2 N
Wpt - Apply to!
Custom
7. Continue adding borders until desired effect is ﬁ 1=t =
achieved. [, |
Show Toolbar I Hatizantal Ling... I Cancel |
8. Click OK to apply changes.
Aoolv Shadi &1 shading
adin
prl) ’ | hg ble or table cells th f Thete Lace
. Select the table or table cells that you want to format. B EEEEEE

2. Activate the Design Ribbon

3. Click the Shading Button Dropdown. n I I I I I I I I I

Standard Colors
| § EEEER
5. Cells will update automatically. Mo Caolor

4. Click the color to apply to the selected cells.

+a) | More Colors...

Apply Patterns
1. Select the table or table cells that you want to format.

2. Activate the Design Ribbon

2x|
3. Click the Borders Button Dropdown. orders | Page Border  Shedng |

Fil Presiew

4. Choose Borders and Shading from the bottom of the PL“—"'

dropdown list. stides [E Lt Up Diagonal

Calor:

JAutomabie

5. Activate the Shading Tab.

6. Use the dropdown to choose a Fill color.

Apply to:

7. Use the dropdown to choose the desired pattern. o =
8. Use the dropdown to choose the Pattern color. [ e | e e

9. Click OK to apply changes.
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Table Styles

Imagine that you have just spent the last several minutes formatting a table to look exactly the way you
want it to look. You realize that you have twelve other tables in the same document you would like to
format the exact same way but it will take a long time to apply all those individual formats to each table.
Word 2007 allows you to save a series of formats and apply them all at the same time.

Create Table Style

1. Place the insertion point in the table you want to format

2. Activate the Design Ribbon

3. Click the Style Gallery Dropdown. 2
Properties

4. Click“NewTableStyle” t owar ds t hes=pott o r}ﬂvbl o f -

. Style bype: Table -

the IISt Style based on: I H Table Mormal j
Formatting

5. Th dew'Sstyle” di al og .boXx ap puBrdags [whole tatle =

Calibri {Body) j 11 j| B I U || Autornatic VI

6. Give your Table style a name and type it into the

ol e v [—] g - | ] =i -

box labeled Name:

Jan Feb Mar Total
7. Us e Applyformattingto:” dr opdowr st 0 7 7 5 19
West 6 4 i 17
select what part of the table you would like to South g 7 g 24
Total 21 18 21 60

apply formats to.

Line spacing: single, Space After: Opt, Priority: 100, Based on: Table Normal

8. Use the tools available in the dialog box to apply

format options to the selected portion of the
table.

& Only in this document ¢ New doruments based on this template

Formak = | Ok I

Cancel

9. Repeat steps 7 and 8 until Table has appropriate

formats.

10. Click the appropriate radio button to determine if the table style should be available in ALL word
documents or just the current document.

11. Click OK

Apply Table Style
1. Select the table to apply the style to.

2. Activate the Design Ribbon
3. Click the Style Gallery Dropdown.

4, The table style wildl be available under
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Sort Table

One of the most beneficial functions of a table is the ability to quickly sort large amounts of information
with just a few mouse clicks.

1. Select the table. Sort by
IFirst ﬂ Type: IText j ' Ascending
. . ' i
2. Activate the Layout Ribbon Using:  [Paragraphs 7] Descendng
Then by
3. Click Sort | Tvee |Te><t =l * ascending
Using: IParagraphs j ¢ Descending
4. The Sort Dialog Box appears. As you can Tz (3
.. | Tvpe: [Text »| ¥ ascending
see you have the ability to sort up to 1 e e L] - A
. . Using: ~[Paragraphs =]
three different Fields of a table e
it w " Mo header row
5. There are several options for each sort
p Options. .. | a4 I Cancel

a. Sortby: Use the dropdown to determine which column will be sorted first
b. Type: Select the type of information you want to sort

A Text: letters, numbers, etc.

A Number: ignores all characters except numbers

A Date: sorts in chronological order
c. Ascending (AA Z) or Descending (Z A A)

d. Using: Thisoptionwi | | al ways b eunlsseydu hageswo fieRlawitidng r a p h ”
one col umn. For Example, i f you had a col
could sort that column by last name or first name.

6. Ifyouwi sh to sort by multiple columns, repeat th
7. From the My List has, Select an option:

a. Header Row: if you want the first row you selected to remain as the first row.

b. No Header Row: if you want to sort all the selected rows.

8. Click OK to perform the Sort
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Sort Option
9. If you need to set sort options, Click the Options button 2]
t 0 0 p en Optlbnen “ m Oal’] m@. SO& 0 X Separate fields at

Options are most often used when sorting bulleted or * Fomras
tabbed IiStS " Other: l-_

Sort options

¥ ot column only

a. Separate Fields At: Select the field separator I Case sensitive
character of the column you want to sort by is

Sorting language

different from the default separator character. :
IEngIlsh (U.5.) j

b. Sort Options: Check Case Sensitive if you want ok | cancel

to sort upper- and lower-case entries
separately. Check Sort column only if you would like to sort one column but leave
others intact.

c. Sorting Language: Click Select the sorting language if the language is different from the
default

10. Click OK to close the Sort Options Dialog box

Convert Text into a Table
Word 2007 allows the user to quickly put comma separated or tabbed text into a table.

Convert Tabbed Text into an Unformatted Table
1. Select the text that you want to convert into a table.

2. Activate the Insert Ribbon

3. Click the Table button.

4, Sel ect “Convert Text to Tabl e”
5. The list will automatically be put into a table. e i
] Separate text with
Convert a Table into Text " Paragraph marks
1. Select the table to be converted into text
- Commas
2. Activate the Layout Ribbon " other: |_
3.Click the “putonvert to Text"’” ¥ Corvert nested tables
4. The dialog box at right will appear. ok I cancel |

5. Click a radio button to determine the type of mark needed to separate text.

6. Click OK

Page
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Perform Calculation in Tables
Tables are a great way to display numeric as well as text data; it is especially helpful that Word 2007
allows simple calculations to be done in a table. That way if data changes slightly, the entire table does

not have to be refigured.

There are two parts to a calculation. The arguments are the numbers that will be used in the
calculation. The function is the mathematical operator that determines what should be done to the
numbers. Calculations always have the same form. They always start with an equals sign, the function
is next, and the arguments, in parentheses are last.

Functions

=SUM(100,200,500)

arguments

There are a variety of functions that can be used in a Word table. The most commonly used are listed

Function Description

below.

Average

Returns the average (arithmetic mean) of its arguments

Count

Counts the number of cells that contain numbers

Max

Returns the largest value in a set of values

Min

Returns smallest value in a set of values

Product

Multiplies all the numbers given as arguments

Round

Rounds a number to a specified number of digits

Sum

Adds all the numbers in a range of cells

Page
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Arguments
When performing calculations, arguments can be listed in three different ways.

1. Numbers: 100, 200, 500, etc. EX: =SUM(100,200,500). This
way is not recommended because if you change the

number(s) in the cell(s) you will also need to change them in 1 A1l B1 c1 D1 E1
the formul a. I f you use cell rreferences yjou d
change any numbers in the formula. 2 | A2 | B2 C2 D2 E2

2. Cell Reference: the location of the cell that is to be 3 | A3 | B3 C3 D3 E3

calculated. See table at right. Imagine that the cells of a

table are named. Letters of the alphabet label the columns

and numbers label the rows. The cell reference is the
combination of both. EX: =SUM(A1,A2,A3,A4)

3. Groups of Cells: The argument would describe the position of the cells in relation to the formula
cell that would be included in the calculation
the cells above the calculation cell. EX: =SUM(ABOVE)

Enter Formulas in a Table
1. Putthe insertion point in the cell that will contain the

calculation result
Earrmula:

2. Activate the Layout Ribbon |=|

) Mumnber Format:
3. Click the Formula button. I Ll

4. Use the Formula: Dialog box to enter the formula that Paste Function: Paste bookmark:
will figure your calculation. (Remember, formulas I j I j

always start with an equals sign, then the function, o | Cancel |

followed by the arguments in parentheses.)

5. Paste Function: use the dropdown to choose the function used in your formula instead of typing
it in the formula box.

6. Number format: use the dropdown to select the way you would like your total to appear.

7. Paste bookmark: If you have numbers marked as bookmarks you can use the dropdown to
select them as arguments.

8. Click OK
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WARNING: Updating Formulas

Cells that contain formulas do not automatically update when other numbers in the table are changed.
To update a calculation, place the insertion point in the cell that contains the formula and press F9 on
the keyboard.

Create and Modify a Chart

Although tables are great for logically organizing information, it is much easier to see the relationship
between two (or more) variables when a chart is used.

Create a Chart from a Word Table

1.

2.

3.

9.

10.

Click your mouse in the area you would like the chart to appear.
Activate the Insert Ribbon.

Click Chart

The Chart dialog box will appear. Click the desired type of chart.
Click OK

An additional window containing an Excel spreadsheet will open. (See example below.)

A B C D E F G
1 Seriesl Series2  Series3
2 Category 1 4.3 24 2
3 |Category 2 2.5 4.4 2
4 Category 3 3.5 1.8 3
5 Category 4 4.5 2.8 5
o —
7
g8 To resize chart data range, drag lower right corner of range.

Use the handle on the lower right to resize the data area so that all data will be accommodated.

Enter data or copy and paste data from an existing Word table.
The Chart will automatically update in Word.

Close Excel

Modify Chart Size

1.

Drag the handles found on the corners and sides of the

Change Chart Type

21

object to make the chart bigger or smaller. E— T
{1l Colums

Modify Chart Type o @@@M@@M}

ot

S (i

B surfece Ine
page o = M [ I )l ]
|y A Pie
13 Q‘ ;.";'<| :7‘]1'1:| ( Q\ {'lm‘ (’?TE|

El

e Terplos.. | _setas et | e
~|




6.

Activate the Chart

Activate the Design Ribbon

Click® Change Chart Type”
The Chart Type dialog box appears. (pictured at right)
Select the desired chart type

Click OK

Adding Titles and Labels

Charts are not all the same. Depending on the type of chart chosen, extra information such as Chart

title or data labels, may or may not be included. Follow the below instructions for adding desired

information.

1. Activate the Chart

2. Activate the Layout Ribbon

3. Inthe labels group, click the button relating to the piece of information you would like to add,
such as a chart title.

4. Notice that a text box appears on the chart.

5. Modify the text as needed.
Note: Right click to view available options for your selection. The Format Ribbon under Chart
tools is also helpful.

6. Click another area of the chart or hit your esc key on the keyboard to deactivate your selection.

Modify Chart Formatting

1.

Activate the chart
Activate the Format Ribbon under Chart Tools
Click the portion of the chart you would like to change.

a. Youmayalsouse the “Chart Area” drop down
appropriate area.

Use the commands on the ribbon to modify various aspects of the chart.
a. For example, to change color, use the shading command.

All changes are immediately applied to chart.
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