Creating Tables and Charts in Word
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	MS Word

	Creating Tables, Charts and Graphs


After completing this workshop, students should be able to:

1. Create a table in MS Word in several different ways.

2. Merge and divide cells to create the precise configuration required.

3. Format tables.

4. Copy the table into Excel.

5. Be aware of problems and limitations when bringing tables from Word into Excel.

6. Create a chart in Word or Excel.

7. Use a chart to create a graph in Excel.

8. Import graphs and charts from Excel into Word documents.

Definitions:

· Table: A portion of a word document divided into cells. The cells may be arranged in columns and rows, and may also be drawn to any height or width, regardless of previously created columns and rows.

	
	
	
	

	
	
	

	
	
	

	
	
	


This is a table, created in Word.

· A Spreadsheet table: A pre-created grid work of addressed cells. Data and images may be entered into the cells. Mathematical formulas may be entered into cells, referencing other cells. 

	
	
	Groceries
	
	

	
	
	
	
	

	Bread
	2.59
	
	Total
	7.63

	Milk
	2.05
	
	
	

	Sugar
	2.99
	
	
	


A spreadsheet created in Excel, with a formula to find the total.

· A graph: A graphical representation of numerical data.
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This is a Graph, created in Excel and imported into Word.

· A chart: A configuration of rows and columns, with headings. Following the headings down and across will convey information.

	
	Housing
	Groceries
	Clothing

	
	
	
	

	Family 1
	600.00
	200.00
	100.00

	Family 2
	1,500.00
	400.00
	250.00

	Family 3
	400.00
	200.00
	45.00


	Advanced Skills

MS Word and Excel

	Creating TABLES




	SKILL
	ACTIONS
	NOTES

	TABLES

Choose…
	Table > Insert > Table

Or the Table icon on the toolbar

Or the pencil on the Tables toolbar
	

	Note: When creating the table, you don’t have to put in all the rows and columns you will ultimately need. You can always add or delete cells.

	Create a table 3 cells wide by 3 cells high. Enter the following information:


	YOURS
	MINE
	OURS

	Kelsey
	Carolynn
	Dennis

	Snookie
	Bitsy
	Mickey


	
	Move from one cell to another by pressing the TAB key. To create a new row at the bottom of the table, click in the last cell and press Tab.
	

	Add a new row to the bottom of your table. Enter three more names: Pete, Jennifer, Aidan

	
	To insert a new row in the table, select a row and right-click. Then choose Insert Row.  The new row(s) will appear above your selection.

Or choose Table > Insert > Rows Above or Below.
	To insert one row, select one row. To insert three rows, select three rows. Your new rows will have the same formatting as the cells of the old row.

	Select the first row of names and insert a row above it.

	
	To put lines (borders) around the cells, click the borders button, or click Format > Borders and Shading.
	

	Note: Borders will be added to the cell that contains the insertion point or to the highlighted (selected) cells.


	Skill
	Technique
	Notes

	Create a Table.
	Click the Table icon.

Drag the number of rows and columns you want.
	You don’t have to be precise. You can add or delete both columns and rows.

	Move from cell to cell.
	Click in the desired cell.

Or press the tab key.
	If you are in the last cell of the table, pressing the Tab key will add another row.

	Re-sizing columns.
	Drag the dividing lines.
	Note the ruler bars: They can also be used to adjust cell width and height.

	Formatting tables.
	Lines and fill: 

Turn on the Borders And Fill Tool Bar. Select cells to be formatted. Click your choices.
	The line at the right of this cell has been turned off.

	Special considerations:
	You can put a graphic into a cell. It will affect the size of the cell, and will be contained within the cell.
	[image: image2.wmf]They can’t get out.

	
	You cannot frame a graphic inside a table.
	The cell border acts as the frame.

	[image: image5.wmf]
	You can place any object in a text box and its size and position will not affect (or be affected by) the table.
	Looks like somebody let the ants out, but they are really in a text box.

	
	You can insert rows by clicking the Tables icon on the toolbar.
	

	
	You can join cells.

Select contiguous cells.

Table > Merge cells.

	
	To insert a tab in a column, press Ctrl-Tab.

((a tab)
	

	Tables vs. columns.
	Tables are generally easier to use than columns.

Text in columns will flow automatically. Text in tables will not.
	Most of the things that look like columns in Word are really created in tables.


	Tables can be split apart and joined again.
	

	Tabbed text can be tuned into a table and tables can be turned back into text.
	

	
	Only horizontal cells can be merged.


To do:

1. Create a New document.  Place a header on the page – call it Bugs and Critters. 

2. Use the pencil to draw a large cell.

	



3. Notice that after you turn the pencil tool on, you have to click the icon to turn it off again.

4. Use the Pencil tool to create rows and columns in the table.

5. Enter data into the cells.

	New
	Skills



	
	Excel and Word

	
	Combined

	Program
	


6. Format the text

	New
	Skills

	
	Excel and Word

	
	Combined

	Program
	


7. Format the cells

	New
	Skills

	
	Excel and Word

	
	Combined

	Program
	


8. Select your entire table. Copy. Paste into Excel.

9. Notice the alignment and spacing. Which features are kept and which are different?

10. Change the formatting as needed in Excel until the alignment is the way we originally wanted it.

11. Copy the cells and paste into Word. Again, notice which features are the same, and whether anything has changed.

Summary: Tables may be created in either program. Word offers more flexibility with formatting. Copy/Paste from one program to the other may result in formatting changes, especially with cell size. 

Create A CHART

A chart is a combination of column and row headings. Where the columns and rows intersect, data is provided.

1. Create a chart that shows five of your family members in columnar headings, and years in row headings. Insert the amount you have spent for Christmas presents for each family member in each year.

	
	1995
	1996
	1997
	1998

	Sister
	
	
	
	

	Brother 
	
	
	
	


Etc.

2. Copy the chart into Excel

3. Insert formulas that total by years and by family member

4. To create a graph from the data, it is only necessary to select the chart properly. You mush have a rectangular area selected, including the headers, and no empty rows or columns.

5. Click the Chart Wizard icon.

6. Select the kind of chart you want to create.

7. Click Finish.

8. Select the graph and copy it. Paste into your Word document.

Formatting Graphs in Excel

1. Every part of the Graph can be formatted in Excel.

2. Select the part you wish to format and double-click or right-click it.

3. Choose from the list – for example, “Format Legend.”

4. Text can be formatted, but if there isn’t room in your graph, text may take on its own characteristics, or be entirely omitted. When this happens, try increasing the size of the graph.
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5. Create the following charts in Word. Paste the chart into Excel. Create a graph in Excel and paste into Word.

Create as a pie chart. Background yellow, wedges red, blue and green.

	
	1988

	Cats
	100

	Dogs
	125

	Birds
	76
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Double-click the graph after it has been pasted into Word. Change the formatting of various elements.

Insert two columns to the left of the 1988 column. Enter the new data and create a Bar Graph.

	
	2002
	1998
	1988

	Cats
	200
	150
	100

	Dogs
	150
	174
	125

	Birds
	52
	46
	76


Create a Line graph for the same data. Format as required. Paste into Word.

Which graph format would be best for this data? (My take; the graphs compare the data in different ways, so either might be effective, depending on your needs.)

Change the data for Dogs to read 1988 = 225 in your Excel chart. What happens to your graphs?

	Preview your document in Excel. 
	Print Preview

	
	

	Force the document to print on a single sheet of paper.
	Page Setup: Fit to 1 page


Problem Solving:

	You need to change the x and y axis. How do you do it?
	Paste > Paste Special > Transpose
	

	You need to print a chart in a Word report, but you also need the data to update and reflect the latest data in Excel. What do you do?
	Paste > Paste Special
	Keep the Excel and Word files together in the same folder.
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