TEXT AND TABLES

Tables In Word

Tables are simple to generate in Word. They can be created new or from text data already present in the document. Although you can perform a few simple calculations on numerical data in Word tables, they are done better and easier in Excel. The spreadsheet tables generated in Excel can be embedded or linked to Word in the usual ways. You can also insert an Excel spreadsheet from Insert tab | Table | Excel worksheet. It is an embedded object. 
	Blue Food Color

	Wavelength (nm)
	Absorbance

	400
	0.090

	425
	0.052

	450
	0.029

	475
	0.030

	500
	0.042

	525
	0.054

	550
	0.083

	575
	0.160

	600
	0.259

	605
	0.299

	615
	0.357

	625
	0.410

	635
	0.390

	645
	0.290

	650
	0.235

	675
	0.061

	700
	0.049


To create a new table in Word:

Choose Insert tab | Table from the menu bar. (Use Draw Table for more complicated layouts.) Choose the number of rows and columns you want in the table. Type the data in the table. 
If you want to remove the default gridlines, select the table by left-clicking near the upper left corner of the table (which opens the Table Tools functions) and choose Design tab | Draw Borders box | Borders | No Border. (Apply background color in selected cells from the same Design tab.)

You can format the text in the table just as you do text outside tables from the Home tab. Practice applying the formatting you see in some of the table cells to other table cells.

You can also adjust the column width and row height; move the table position horizontally; and allow word-wrapping (Layout tab | Table box | Properties). 

You can improve the appearance of your tables by merging rows or columns (similar to the rowspan and colspan attributes of tables in HTML) or splitting tables. Explore the options under Layout tab. 
Practice all of these operations on the table here. 

Data in tables can be sorted. 
Highlight the data to be sorted (not headers or titles). Choose Table Tools | Layout | Data Sort… from the menu. 
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What happens if you include the header row in the selection and check the choice “Header row” in the Sort dialog box?

Sometimes you have a page-full of text data that you would like to put in a table or would like to import into a spreadsheet. Suppose we want a table of faculty names and their corresponding e-mail addresses as shown below. (Rather than typing in each address completely, I inserted the @gmu for everyone by pressing the redo key, F4, for the repetitive command.) 

You can align the data with tabs, first, to see if the data is correct. Select all the data, and set tabs by clicking at the appropriate place on the ruler to set the tab or choose Home tab | Paragraph | Format | Tabs….


Faculty
E-mail address

1
Robert Cozzens
rcozzens@gmu.edu

2
George Mushrush
gmushrus@gmu.edu
3
Douglas Mose
dmose@gmu.edu

4
Keith Davies
kdavies@gmu.edu

5
Suzanne Slayden
sslayden@gmu.edu

6
Abul Hussam
ahussam@gmu.edu

7
Robert Honeychuck
rhoneych@gmu.edu

8
John Schreifels
jschreif@gmu.edu

9
Gregory Foster
gfoster@gmu.edu

10
Gerald R. Weatherspoon
grobert1@gmu.edu

11
Timothy Born
tborn@gmu.edu

12
Barney Bishop
bbishop1@gmu.edu

13
Robin Couch
rcouch@gmu.edu

14
Paul Cooper
pcooper6@gmu.edu

Select (highlight) the data you want to convert to a table, then choose Insert tab | Table | Convert Text to Table….
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The character that a program uses to separate the text into individual cells is called a delimiter. The text above is tab delimited but other data might be comma delimited, etc. Some text may be separated as “fixed width”. 
After converting the text to a table, the data can be sorted. (You can also sort the tab-delimited data without converting to a table: Home tab | Paragraph Sort.) Practice converting text to table. You can also convert a table to text and choose the delimiter. Select the table. Then Table Tools | Layout | Data | Convert to text. Practice this using the table on the first page.

Make sure you know how to wrap text around tables and objects in Word. 
Practice: Draw a molecule in ChemSketch. Calculate all Properties for the molecule and place properties in workspace. Copy the properties to a Word document. Convert the text to a table. Remove the borders from the table. Make the rows 0.25 inches high. Adjust the column widths so that the table occupies about 2/3 the page width. 
Text In Excel
Typing

When you start typing data into an Excel cell, everything you type will appear, even in narrow cells, as long as there is no data in the cell to the right of it. You can cause the text to wrap in the cell by choosing from the menu bar Home tab | Alignment and check Wrap text. 

Text Boxes

You can insert a text box on the spreadsheet to contain text more easily. Choose the Insert tab | Text box and then click and draw the text box on the sheet. Type or paste text into the box. Use the Home tab tools to format the box contents. Click on appropriate spots on the box to move, resize or rotate the box. 

Selecting the box brings up the Drawing Tools function. Choose the Format tab and explore formatting the text box. Find out how to make the text box transparent (so the spreadsheet gridlines show through).
OLE

Word into Excel

If you have lengthy or previously formatted text that you want to retain, you can embed or link a Word document to the Excel file. Please see the OLE document in the Manual. Try these variations to see what happens. 
Open a document file in Word of about 1/3 page length and include special formatting such as color, italics, and boldface. Select and copy the text. In an Excel spreadsheet, first choose Paste and paste into a cell. Compare with Pasting into an existing text box. 

Next choose Paste Special (not linked), then Paste Special (linked). Double-click all the text you have pasted and observe the effect of each method. Try the Paste Special method in a text box in the spreadsheet.
If you have data in Word (or another text processing program), you can incorporate it in your Excel spreadsheet from delimited data. For example, copy the faculty names and e-mail addresses from a previous page. Paste them into cell A1 in an Excel spreadsheet. Excel automatically recognizes the delimiters and performs the Text to table conversion. Existing tables in Word are also automatically incorporated into a spreadsheet when copied and pasted. Formatting in Word is preserved in Excel. 

Excel into Word

Copy a table of data from Excel into Word. First, choose Paste. Then choose Paste Special | Excel Worksheet Object; then Paste Special | Formatted text; then Paste Special | Unformatted text. Compare the results from each of these pasting operations. 
How can you delete the entire Excel object?
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