Lecture Notes

Working with Advanced Tables and Excel Integration

Working with Advanced Tables and Excel Integration
Overview

In this lesson, students will learn how to merge and split cells, and explore situations for which this might be useful. Students will rotate text in table cells and use AutoFit as means of fitting data into cells. Students will also explore the uses and benefits of inserting embedded Excel worksheets, as well as how to edit such worksheets. Students will learn about sorting within tables and paragraphs to make data more accessible. In addition, students will learn about the benefits and limitations of performing calculations. They will apply AutoFormat and table styles to create more professional-looking tables. Students will use cell and table properties to customize tables. At the end of this lesson, students will link Excel worksheets and charts and learn how this can improve the efficiency, effectiveness, and presentation of their documents.

Lesson Topics

	Merging and Splitting Cells

· Merging Cells
· Splitting Cells
	Changing the Text Direction

· Rotating Text
· Using AutoFit
	Embedding Excel Worksheets in Word Documents

· Editing Embedded Worksheets

	Sorting Tables, Lists, and Paragraphs
· Sort Keys

· Sorting Tables
· Sorting Paragraphs and Lists
· Multilevel Sorts
	Performing Calculations in Tables
· The Formula Dialog Box

· Constructing Formulas

· AutoSum

· Formula Limitations
	Working with Table AutoFormats
· Predefined Table Formats


	Working with Table Styles
· Creating a Table Style
· Applying and Modifying Styles
· Deleting and Clearing Styles
	Working with Table Properties

· The Table Properties Tab

· The Cell Properties Tab
	Linking Excel Worksheets

· Using the Paste Options Button

· Editing Linked Worksheets



	Linking Excel Charts

· Using Excel Charts in Word
	Importing Data into Microsoft Graph
· Using the Microsoft Graph Application
	


	Concepts/ Hands-On
	Concepts Review
	Skill
Builders
	Assessments
	TOTALS


	2 hrs 45 min
	15 min
	45 min
	30 min
	4 hrs 15 min


Preparing for this Lesson

A complete installation of Word 2003 is the only requirement for successful completion of this lesson.

Lecture Plan

	Major Topic
	Subtopic(s)
	Discussion

	Merging and Splitting Cells


	· Merging Cells 
· Splitting Cells 
	Notes
· Display the Tables and Borders toolbar.

· Explain merging cells.
· Using the Merge Cells button on the Tables and Borders toolbar, demo merging cells horizontally and vertically.

· Explain splitting cells.

· Using the Split Cells button on the Tables and Borders toolbar, demo splitting a merged cell then a cell that has never been merged.
Questions

· Ask: Can you think of a situation for which merging cells would be useful?

· Ask: Can you think of a situation for which splitting cells is useful?

	Changing the Text Direction
	· Rotating Text 
· Using AutoFit 
	Notes
· Explain that text is rotated in 90-degree increments.
· Rotate text using the Change Text Direction button then the Format(Text Direction command.
· Use AutoFit to change the width of a column.
· Mention the horizontal configuration of the insertion point and the rotated appearance of the buttons on the Formatting toolbar.

Questions

· Have students brainstorm situations that would merit changing the direction of text. 

	Embedding Excel Worksheets in Word Documents
	· Editing Embedded Worksheets

	Notes
· Explain embedding.

· Insert an Excel worksheet into a Word table.
· Point out Excel’s menus and toolbars in Word.
· Enter data into the worksheet.
· Point out the reappearance of Word’s menus and toolbars after data entry is complete.
· Edit the worksheet.
· Insert a worksheet object using a menu command.

· Enter data into the worksheet. Note the results are the same for both methods of embedding.

Questions

· Ask: What are the benefits of embedding an Excel worksheet into a Word document?

· Ask: Do you prefer one method of embedding over another? Why?

	Sorting Tables, Paragraphs, and Lists
	· Sort Keys 
· Sorting Tables 
· Sorting Paragraphs and Lists
· Multilevel Sorts


	Notes
· Explain sort order (ascending, descending).

· Sort rows in a table using the Sort Ascending button on the Tables and Borders toolbar.
· Sort rows in a table in descending order using the Sort dialog box.

· Sort rows in a list.
· Sort a paragraph not in a table.
· Use TableSort to demo a multilevel sort.
Questions

· Ask: When would sorting be helpful?

· Ask: What kind of data could be used in a multilevel sort?

	Performing Calculations in Tables
	· The Formula Dialog Box 
· Constructing Formulas 
· AutoSum 
· Formula Limitations 
	Notes
· Explain the sections of the formula dialog box.
· Explain and provide examples of the elements used in constructing formulas.
· Explain formula limitations.
· Use the formula dialog box to calculate a sum. Mention that =SUM(ABOVE) is called a directional reference.
· Use the AutoSum button to calculate a sum.
· Use a range in a formula.
Questions

· Ask: When would formulas in a Word table be sufficient so as to not have to use a spreadsheet?

· Ask: What are the benefits of using ranges in Word formulas?

· Ask: Do you think you will use formulas in Word rather than embedding a spreadsheet? Why?

	Working with Table AutoFormats
	· Predefined Table Formats 


	Notes

· Explain that predefined formats automatically apply borders, shading, font colors, font sizes, and other formats to tables.
· Apply a Table AutoFormat.
Questions

· Ask: What are the benefits of using AutoFormat?
· Ask: Have you used a similar feature in another software application? Explain.

	Working with Table Styles
	· Creating a Table Style 
· Applying and Modifying Styles 
· Deleting and Clearing Styles
 
	Notes

· Explain that when you use table styles, you follow the same principles that guide other types of styles.
· Explain that Table AutoFormat is a way to apply built-in table styles.
· Apply a table style.

· Create a custom table style.

· Modify a custom table style.

· Clear a table style.
· Delete a style. Explain that deleting a style removes it from all tables formatted with that style in the document.
Questions
· Have students compare table styles with character, paragraph, and list styles. Ask: How are they similar? Different?
· Ask: Why use table styles?
· Ask: Do you think you will make use of Table AutoFormat?

	Working with Table Properties


	· The Table Properties Tab 

· The Cell Properties Tab 
	Notes

· Compare table properties to cell properties.
· Set a vertical cell alignment.
· Center align a table.
· Format the worksheet.
Questions

· Ask: In what instances might you set table properties? Be specific.

· Ask: When might you choose to use AutoFit instead of the Cell Properties Tab to set a column width?

	Linking Excel Worksheets
	· Using the Paste Options Button 
· Editing Linked Worksheets
	Notes

· Compare linking and embedding objects.
· Explain the benefits of linking.
· Link an Excel worksheet. Refer students to the Quick Reference table in the text.
· Modify the linked worksheet data.
Questions

· Ask: When might you use linking and embedding?

· Ask: Is one method of sharing data easier to use than another?

	Linking Excel Charts
	· Using Excel Charts in Word

	Notes

· Explain that the same technique used for linking an Excel worksheet is used for linking an Excel chart.

· Paste and link a chart from an Excel worksheet into a Word document. Refer students to the Quick Reference table in the text.
· Modify the chart data in Excel.
· Point out the changes reflected in the Word document.
Questions

· Ask: Why use charts in a Word document?

	Importing Excel Data into Microsoft Graph
	· Using the Microsoft Graph Application 

	Notes

· Explain the process Microsoft Graph uses to create charts in Word.
· Using Microsoft Graph, import data from Excel into a chart in Word.
Questions

· Ask: Which method of creating charts in Word do you prefer? What are the benefits of this method?
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