Lecture Notes

Working with Tables


Working with Tables

Overview

In this lesson, students will learn about the power of tables using the practical, real-world application of them to create meaningful resumes. Students will first sketch out their idea then learn how to insert tables using different methods. They will navigate in tables—aligning entries and applying borders and shading—to enhance the look of their resumes. Students will learn how to draw tables, which allows for a precise size and location within the document. They will also modify the elements of their tables by sizing, inserting, and deleting rows and columns, providing them with more flexibility. Students will see that moving and copying data in a table is similar to doing so with other parts of their document. Finally, students will see they can easily convert text to tables, further increasing the flexibility and power of tables.
Lesson Topics

	Inserting Tables
· Insert Methods 

· Before You Insert
	Working with Table Entries
· Navigating in Tables

· Aligning Entries
· Table Selection Techniques
	The Table and Borders Toolbar

· Gridlines

	Drawing Tables
· The Eraser Tool
	Sizing Rows and Columns

· Distributing Rows and Columns

· Adjusting Row Height and Column Width by Dragging

· AutoFit Options

· AutoFit Options on the Table Menu
	Working with Table Properties

· Column Properties

· Row Properties

	Inserting and Deleting Rows and Columns
	Moving and Copying Text, Rows, and Columns
	Converting Text to Tables


	Concepts/ Hands-On
	Concepts Review
	Skill
Builders
	Assessments
	TOTALS


	1 hr 45 min 
	15 min
	1 hr
	30 min
	3 hrs 30 min


Preparing for this Lesson

A complete installation of Word 2003 is required for successful completion of this lesson. 

Lecture Plan

	Major Topic
	Subtopic(s)
	Discussion

	Inserting Tables
	· Insert Methods 

· Before You Insert 
	Notes
· Explain that tables are useful for organizing text, numbers, and graphics.
· Use the resumes in the book as a reference and illustration of good uses for tables.

· Explain the composition of tables.
· Use the Insert Table button on the Standard toolbar to create a table.
· Point out that you should visualize your completed table before you actually insert it. Suggest possibly sketching it out on paper first.
Questions
· Ask: For what other organizational tasks would you use tables?
· Ask: Would your current resume look better in a table format? Why?

· Ask: Would your resume be easier to update if it was in a table format? Why?

· Ask: In using other types of software, when has it also been suggested to first make a sketch of your plan?

	Working with Table Entries

	· Navigating in Tables 

· Aligning Entries 
· Table Selection Techniques

	Notes
· Explain text wrapping and demonstrate.

· Explain and show the different methods of navigating through a table.

· Demonstrate aligning text in cells (right, left, and center).

· Demonstrate the methods of selecting table text and elements. Refer students to the Quick Reference table.
Questions
· Ask: Do you see the benefits of using tables?

	The Table and Borders Toolbar
	· Gridlines 
	Notes
· Explain gridlines.

· Show the Tables and Borders toolbar and highlight its options.

· Show how to apply borders and shading to one cell and to multiple cells.

· Change the line color and weight on those borders.

· Add fill color to the top row of the table.

· Change the vertical and horizontal alignment of the table.

· Remove the borders from cells and show the gridlines.
Questions
· Ask: What are the similarities between formatting text in tables and text not in tables?
· Ask: Have you seen something similar to gridlines in another software program? Explain.

	Drawing Tables
	· The Erase Tool 
	Notes
· Click the Drawing Tables button and draw a table.

· Add rows and columns.

· Erase an inside border and explain that this merges the cells.

· Erase an outside border and explain that this removes the border styles.

Questions
· Ask: Do you prefer inserting tables or drawing tables? Why?

· Ask: In what other software programs have you used the Eraser tool?

	Sizing Rows and Columns
	· Distributing Rows and Columns        
· Adjusting Row Height and Column Width by Dragging

· AutoFit Options 
· AutoFit Options on the Table Menu 
	Notes
· Show the Distribute Rows Evenly and Distribute Columns Evenly options.
· Adjust rows and columns by dragging with the adjust pointer.

· Demo AutoFit and explain that it works best on cells with single-line entries.

· Demonstrate the three AutoFit options available on the TableAutoFit menu. 

Questions
· Ask: Do you find the Distribute Rows Evenly and Distribute Columns Evenly buttons useful?

· Ask: Does sizing rows and columns seem easy to you? Explain.

	Working with Table Properties
	· Column Properties 
· Row Properties
	Notes
· Open the Table Properties dialog box.

· Explain the options available in the Column tab of the Table Properties box.

· Explain the options available in the Row tab of the Table Properties box.

Questions
· Ask: When do you think you would set the measurement of a column to a percentage of the table’s width rather than inches?
· Ask: How do the At Least and Exactly options on the Row Height setting compare with the line spacing options in paragraph formatting?

	Inserting and Deleting Rows and Columns
	· Inserting and Deleting Rows

· Inserting and Deleting Columns 
· Inserting Multiple Rows 
	Notes
· Explain that you can add a row above or below existing rows.

· Explain that you can insert a column to the right or left of existing columns.
· Click in a single row and demonstrate how to insert a row using the Table menu.

· Demo how to insert multiple rows.

· Show how to delete a row.

· Click in a single column and demo how to insert a column using the Table menu.

· Demo how to insert multiple columns.
· Show how to delete a column.

Questions
· Ask: Does it seem easy or difficult to insert rows and columns? Explain.
· Ask: Now that you know how to insert rows and columns, do you still believe it is beneficial to sketch out your table first? Why?

	Moving and Copying Text, Rows, and Columns
	· Cut, Copy, and Paste 
· Drag and Drop 
	Notes
· Explain the differing behavior of moving and copying text versus moving and copying cells or blocks of cells.
· Use Copy and Paste to copy text.

· Use Copy and Paste to copy a cell.

· Use Drag and Drop to move a block of cells.
Questions
· Ask: When working within tables, how do the cut, copy, and paste methods compare with working in other parts of the document?

	Converting Text to Tables
	· Converting Text to Tables 
	Notes
· Select the text you want to convert to a table format.

· Open the Convert Text to Table dialog box.
· Point out that text separated in ways other than with tab stops can be converted to a table.

· Demo how to convert tabular text to a table.

· Demo how to convert text separated by paragraphs to a table.
Questions
· Ask: When have you used tabular text when a table would have been better?
· Ask: Are you convinced of the power of tables to organize text, numbers, and graphics?
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