*Panel Discussion
Response to Questions

Question One
Would you explain how to do tables in Word. | have tried
unsuccessfully, so | do all of my tables in Excel.
Question Two

Issue/question on Word. | formerly was able to click on the
“center” button in the ribbon to center my topic or letterhead. The
icon has disappeared and | can't seem to find a way to
automatically center now. How can | retrieve this again. (Using
Office 2003 in Windows XP)

Question Three
How to type text in columns (like the typewriter)
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*Tables - Office 2003
—-— =

Two ways to do it is [ Table | Window _Help

1- Click Table on menu, then Draw. The El l"ﬁ':“"" : _3] ';Eﬂ L T
Pointer becomes a Pencil. Draw rectangle = 7 pue . e
for each cell I Bl : =

Tables and Borders

EE= o] etz Z - )[@] O
3 & B 8 Ak A 2] = /3 Table AutoFormat...
T ! Autofit »
Conyert »
21 son..
Formula
Q Hide Gndlines

2 - Click Table on the menu, then insert Table

The Dialog box opens. Select Number of columns and rows.
The Auto Format offers pre-formatted tables

Example on next slide
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*Table - Office 2003

Category:
All table style
Table styles:

S

,

=]

Table Classic 4
Table Colorful 1
Table Colorful 2
Table Colarful 3
Table Columns 1
Table Columns 2
Table Columns 3
Table Columns 4
Table Columns 5
Table Contemporary

Table Elegant
<

Default...

Insert Table |.£.|

Table size

Al

Mumber of columns: 5

L113

Mumber of rows: 3

AutoFit behavior
(@) Fixed column width: Auto =
() AutoFit to contents

() AutoFit to window

m

Table style: Table Grid

AutoFormat...

A ["] Remember dimensions for new tables
Jan Feb Mar Total [ ok ][ Cancel
East 7 7 3 19 |
West 6 4 7 17 = R S [ Y St B
South 8 7 9 24 ]EI R o e e e EE e e 3 e e 4
Total |21 18 21 60 '
Apply special formats to ;
Heading rows Last row
First column Last column
Mo o e o PO P o
J'E"'!"'?"'!"'?"""'?‘"" P !
Type Data. Calculations are limited
Quter e T Saie to SUM and few Logical functions
Last 74 7 For other calculations use
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*Tables - Office 2007

Select the Insert Tab, click Table (Down arrow) '
In the Window, select the number of column and * | "

rows as desired or

Click Insert Table and the selection window opens.

If you click Draw Table, the Pointer becomes a

Pencil. Draw rectangles for cells. The Table Tools Tab|

Is now available.

If you click Quick Tables, a gallery of preset tables
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*Tables - Office 2007

Quarters Price

First 63 4

Last T8 3

Total 41

| / ———

Build the table. x| —

The Table Tools UGN = e Fuccumr | |E2333| CEEER |hummn | 22255 | 52 - NS s

Tab becomes I e e = <

available T — - e ——
(Guaas | Prce [T e I |
T S—  S— | 1 .

Only Sum and few Logical calculations are presét. | ]

However, you can type the Add/Sub/Mult/Div formula in the

formula window (not in the table). The row and column #

have to be input manually (first cell =A1, etc.) B A= N

Also, you can use Excel Spreadsheet in the Table menu. See " o u

next slide o PET |

To Sum Column or Row, Select the cell where the result will Il:wm = jﬂ,

be In the Layout Tab of the Table Tools, click Formula. : el

The Formulas Window opens —>
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*Excel Spreadsheet

To create a Table using Excel Spreadsheet Select - il == Bos
Excel Spreadsheet. A mini Excel (7 by 10) opels in . e Shace <,
Word. Enter the data and perform the calculati
To see more cells, drag the corners of the table

A B C D E F c ¢
8 I
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3 =
a
I
o [
7
8
9
10 -
4 4+ M b
Sheetl %1 § E4 » g

You can use the Formula button or enter directly the operation in the cell
When done, click in a blank area of Word. The table is inserted. To make
Changes, double click the table
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*Restore Icon - Office 2003

- In the Format toolbar, click the Down Arrow on the right
T side of toolbar. On the menu, click Add or Remove
o TEL=Y — ;;" Buttons, click customize

o .
R Select Commands in the Window

To add a command to a toolbar: select a category and drag the From the FO rmat Category SeleCt the Command
command out of this dialog box to a toalbar.
Cateqgories: Commands:
File « | [:= Bullets
Edit ol | 2
WView c = | Align Left
Insert 1 =
| | = center
Tools =l . )
Table = Align Right
Web = lustify
Window and Help
Dramling b RESEt F"Era
Modify Selection - Rearrange Commands... ]
Save in: | Mormal.dot EI [ Keyboard... ] [ Clioe
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*Typed Text in Columns

*Apply to all Word versions (2010 shown here)

Themes

*1f not visible, show Ruler (in 2010 - View Tab, click Ruler)

*Set Tab Stop (click the bottom ruler where Tab - —
“Is desired - click and drag if not the correct position). To ipage  m.

* Remove Tab, click and drag down away from Ruler e

[ Mavigation Par

*The left square on ruler is to set Tab type - each
*click shows a different setting (circular)

Page Setup = | Page Background
-

B
-

S

0 0 A0 [ 0 il 8 o 00 8 o 8 &0 8 80 0 0 0 50 0
| ]

On the Insert tab, the galleries fincluc
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ur document. You can use these gall

You can

Left Tab —align text from lef b - casily change
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. ITIETIES Fdye 3L

$20.50
_ $129.0
- 23,456.2356
$1,453.02

=1

|

WS

Decimal Tab -

First line in

Hanging in@ént - in

Bar Tab =insert a vertical bar - good for a long

*Settmg Tab Stops

ITIETNES

On the Inser

ou
bloc

Ep=l
-

except 15t line | |

I

the selected|text -

Vertical bar across the page
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*Example - Aligning Text

*Setup Tabs (Left or Right)

*Left Tab
Ll =

*Right Tab

R, S W L2 . L 4y
=T
Press Tab =
B \ First Name Last Name Email Phone
) loe Someone joe@abc.com (480)895-126!
- Alan President apl@msn.com (602)683-984
Etc.l
Text aligned from to Let Tab
@I .‘\: ' 1 2 T g 4 g
-] First Name Last Name Email Phone
Joe Someone joe@abc.com (480)895-1265
- Alan President apl@msn.com (602)683-9840
Etc.
Text aligned to the Riﬁht Tal
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