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WAO9: ICT SKILLS

3.14 Use word processing software to produce documents at an ‘
intermediate and advanced level Part A n Yy

LO3.52 Demonstrate skills in using word processing techniques at an
intermediate advanced level to produce high quality and attractive
documents to agreed specifications using available design and production
resources. Take some responsibility for the evaluation of the report
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Tables
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m:roduction \

A table is a grid of cells
arranged in rows and T
columns. Tables can be AR RS

O

tomized and are useful for /e
CUS. O LOO0O0008 00
various  tasks such  as A EEEEEEEE
HRRENRRRRN

presenting text information .

m‘ Draw Table

and numerical data. [
F@ Excel Spreadsheet
I Quick Tables »
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Inserting and modifying tables

 Place your insertion point in the
document where you want the |
table to appear. T e [ Page o Reterences " Waiings
« Select the Insert tab. e=lTESRTR - B \
e Click the Table command. . | ‘A"é’ =
e Hover your mouse over the 1 DDDDDD;'I-O?S---;m;---;-
diagram squares to select the @E}EES%
number of columns and rows in \EEE%D%%EE%
the tzble jEstzssetss
 C(Click your mouse, and the table COC0Cnnnnn
appears in the document. ; ;:T’:I'
* You can now place the insertion | Convert Text o Table
point anywhere in the table to add :g g |

text. o e e b




Creating tables in

1. Go to Insert
I

File Horffe Insert L esign Layout References Mailings Review View

o
D _ alibri (Body) M

Paste B I U-aex,x A-¥.A-

- ~ Format Painter

4
I
4
i
4

m -

"
v

Clipboard = Font ~ Paragraph

2. Choose = Table

=

A A |Aa- | B | ==~ |21

= v
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Word
Nl

@
=

Document1 - Word

Help Q lell me what you want to do

AaBbCcDc | AaBbCcDe AaBbCc AaBh(
o TMNormal |TNo Spac.. Heading1 Headin

Do~

= Styles

Document1 - Word

File Home m Design Layout References Mailings Review View Help Q Tell me what you want to do

ﬁ Cover Page D & E‘;"Shapes ¥ @+ Screenshot ¥ F}#Get Addins \X[

[ ] Blank Page 51 SmartArt Sl
Table fctures & My Add-ins ~ Wikipedia

’% Page Break . - 1 I Chart

Pages Tables lllustrations Add-ins

\ %:, Link Iﬂ-,j [ Header ~

D .,
wg’/ [ Bookmark ! [] Footer ~
Online ‘ Comment
Videos |:£j Cross-reference [¢] Page Number
Media Links Comments Header & Footer



3. Choose as many rows and columns as you need

" Do
Insert Desig
N ) . . & 1 ] s
B cover Pag D an ~/Shapes ¥ . Screenshot EE'Get Add-ins W E:E‘.: o Link TI,: ] j Header
[ Blank Pgffe - martArt o < [} Bookmark ] Footer ~
Table Pictures 8 My Add-ins Wikipedia = Online = Comment |
*— Page Jfreak . 11 Cart Y s Videos |_T!|Cross—referenl:e .#| Page Number ~
Pafjes 3x4 Table Add-ins Media Links Comments Header & Footer
L ’—DDD I:“:I\ul G20 e 3 e e A e 5 e 60 A
=]
- EEE ANE
: FHFIWHH
OO
(|
I |
: N O O |
Z EE Insert Table...
i m Draw Table
: '_l:i Excel Spreadsheet
| Quick Tables s

And there's your table!
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Tables ‘e el s

H9 0 -
/ \ File Home Insert Design Layout References Mailings Review View
To convert existing text to a table: Bcommue ] o] e ausomomtot | rcupsoim W
Blank Page F— TS SmartArt ‘ Wikipedi
* Select the text you want to convert. mgeme [128] | " i can AT
Pages Insert Table . Add-ins
e Select the Insert tab. - EEEEEEEEEE
| - BmeEEEEcE
* C(Click the Table command. _1 EEEEEEEEEE
e Select Convert Text to Table from the : EEEEEEEEEE
o . . EENENE .- Peter, John Managers
menu. A dialog box will appear. | SENREREEEE D

3 Excel Spreadsheet
Convert Text to Table

=
: ™ Draw Table Elizabeth, Kathy Office Administrators
\ / - = Convert Text to Table...
: T
: m

Quick Tables
Split a single column of text into
multiple columns.

For example, you can separate a
column of full names into separate
first and last name columns.

You can choose how to split it up:
fixed width or split at each comma,
period, or other character.

e Tell me more



Tables

/To convert existing text to a table: \

Choose one of the options in the
Separate text at: section. This is how
Word knows what text to put in each
column.

k Click OK. The text appears in a table. /

Employee Position

Peter, John Managers

Mary, James Marketeers
Elizabeth, Kathy Office Administrators

Employee Position

Peter, John Managers

Mary, James  Marketeers
Elizabeth, Kathy Office Administrators
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Convert Text to Table

Table size
Number of columns: 2
Number of rows: 4

AutoFit behavior
@ Fixed column width: |Auto
O AutoFit to contents

O AutoFit to window

Separate text at

O Paragraphs O Commas

(® Tabs () other: -

Cancel

40 (4

4




- " -
Customising your table e eu =
<l

&
/Customise your table through the ”designh i
and “layout” tabs
You can change colours, text positioning,
sort information and even include ocumenti - Word
formulas Layout References Mailings LENEN View Hel» Table Design L yout Q Tell me what you want t
: =
Ve pt —

Shading | Border
N Styles ~ Z Pen Colo

N /

Table Styles Borde
1--<|<-l---.---1-l'é-.---;---.- 3@ 4 L T
C
Employee Position
Peter, John Managers
Mary, James Marketeers
Elizabeth, Kathy Office Administrators




Customising your table: Design tab basics '€ €U =5

Colour schemes

Marilena Paraskeva

= adin - I
\ N v Sty|eSvEP9nC0lorv

i — Borders =
1---|---ﬂ---|---1-H'\'-|---2--|---:‘),§--|---4---|- - T I - I

Shading and borders (colours, thickness, etc.)
you can highlight a single cell and change its
shading
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Table Design Layout Q Tell r

Visibility of different borders 50 T | | naBbCcDe| AaBbCEDC /

T Normal | T No Spac... |

Bottom Border

Top Border F 5
Left Border

Right Border

No Border

All Borders

QOutside Borders

Inside Borders
Inside Horizontal Border
Inside Vertical Border

Diagonal Down Border

More options (next slide)

Diagonal Up Border
:— Horizontal Line

E‘ Draw Table

@ View Gridlines

O

Borders and Shading...
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Borders and Shading ? X
Borders Page Border Shading
Style: Preview
~ Click on diagram below or use
buttons to apply borders
How many <€—— Box
borders | =~ !
visible?
All L
Color
Grid : >
Automatic 4 p— B borders colours
Width: e B b
Cusom Yept ——MmM | v
Y Apply to:
Table b
Options...
borders
thickness oK o




Administration

Customising your table: Layout tab basics '© €U =
Nalall

@
=

¥Sorting alphabeticall
or otherwise

Insert new rows/columns, splitting
cells, table, autofit

File Home Insert Design Layout Rafarancac Mailings Review View Help Table Design Layout Q Tell me what you want to do

i ora = tlors < Bromeerows 55 AF 1] B Bt

Delete  Insert Insert Insert Insert AutoFit — - e Text Cell Sort
—(1.31" » Distribute Columns
= Above Below Left Right = o H &l = & pirection Margins Jx Formula
— & Data PN

[é Select ~
[ View Gridlines
F@ Properties

EE) Repeat Header Rows

Table Draw Merge Cell Size Alignment

Distribute selected rows and columns evenly Text positioning



Headers and footers e eu =

k2 s Table example - Word Table Tools

s ~
File Home @ Design Layout References Mailings Review View Help Table Design Layout Q Tell - wnat you wa. .*

Bi Cover Page - D . D\:\ Shapes ~ . Screenshot ~ B Get Add-ins W E];'_jﬁ €&, Link K ' [™] Header ~

1. Again, §go to

Blank P I SmartArt S I Bookmark h
E ankrage Table Pictures —ema $ My Add-ins ~ Wikipedia | Online [ Bookma I nse rt’ c oose
*— Page Break . . 1 1 Chart o Y s Videos El_ﬂ Cross-reference || Page Number -

Pages Tables lllustrations Add-ins Media Links Comments Header & Footer h e a d e r O r fo ote r

L 1---|---HE---l---l-él!-|---2---|--3!--|---4---|---5---|---6-
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£° If you choose the first option, this will appear:

'Z[Type text]

| Header |

*You can type there, and the text will appear in every page of the document or section
*Remember, you can access header or footer by double clicking too.
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Footers | R

The footer works the same way )

You can either insert page numbers in the header or footer of your
document, by simply clicking “page numbers” and choosing the
location you prefer -

S5S- 0 - Table example - Word
Home Insert Design Layout References Mailings Review View Help Header & Footer Q Tell me what you want to do
. F D El, Previous [] Different First Page . * Header from Top: E
# O [=b O &5 . —
i - - El, Next [] Different Odd & Even Pages + Footer from Bottom
Page Date & Document Quick Pictures Online Go to
Number ~ Time Info ~ Parts ~ Pictures Footer Show Document Text [*] Insert Alignment Tab
Header &t Foot® Insert Navigation Options Position

1|5123455



Endnotes and footnotes

.

\

Go to references tab

Choose footnotes or endnotes

Note that the number will appear wherever the cursor is located!

Design Layout References Mailings Review View

:[:l ) Add Text ~ 5 ;D ‘[_J\/ = Manage Sources
=3 Y update Table ), | . ¢ LA style: apa -

' e-EUPA is a very interesting project.

Table example - Word

Help Q Tell me what you want to do

l] D Insert Table of Figures T & D Insert Index
Table of Insert a Search Insert . Insert Mark
Contents * Footnote [ Show Notes Citation ~ ¥[1Bibliography ~ Caption || Cross-reference Entry

Table of Contents botnotes = | Research Citations & Bibliography Captions
L )_.......'/....|...1...|...2...|...3...|...4...|...5...|...5...
. e-EUPA
e-EUPA!
*e-EUPA
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Captions |

You can enter captions in order to indicate the location
of a figure, table, or graph

e Stay on references tab and click on insert caption

e This will appear: | cption 2 X
Caption:
\\ ‘F.t'gure 1/ ‘
Options /
| Label: Figure v
Position: | Below selected item v

D Exclude label from caption

New Label... Delete Label Numbering...

AutoCaption... Cancel
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Captions |

&
fYou can type the name of the object in the ”captioh
window

* First, you need to select the type by selecting the drop-
down menu in the “label” window (Table, Figure,

Equation)
* You can also define a new label by clicking the “new Caption ) X
|abE|" button Qa;')tion:
‘F.tgure 1/
Options
Label: Figure ~
Position: |Below selected item ~

D Exclude label from caption

New Label... Delete Label Numbering...

AutoCaption... Cancel




A merge generally takes two files: a
main document and a data source file.
The main document contains the standard

text and/or the fields to identify where
variable information will be inserted during the
merge.

The data source file contains the
variable information that will be inserted into
the main document.
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Mail merge

1. Choose type of document

@90

File

Create

Home

-

Insert Design

ol G
Start Mail|  Select

Merge ~ |Recipients ~
D Letters

Layout References Mailings Review View

Write & Insert Fields
(=1 E-mail Messages
=1 Envelopes...
R Labels...

e-EUPA
I:l Directory

Normal Word Document e-EUPA!

e-EUPA

F||1|2

Table example - Word

Help Q Tell me what you want to do

Preview Results

- Y O -

Finish

.IA|||?||

eu
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Mail merge

2.

Select recipients

B -0 -

File Home Insert

Start Mail
Merge ~
Create
L
-

Design Layout References

"

Select
Recipients ~

[l Use an Existing List...

85 Choose from Outlook Contacts...

Mailings Review View

Write & Insert Fields

T DRI TR B T T T SRR

e-EUPA

e-EUPA’

e-EUPA

'e-EUPA is a very interesting project.

Table example - Word

Help

Q Tell me what you want to do

Preview Results

[ I S T R TR

D

Finish

eu



Mail merge

-

~

3. In case you need to type a new list, type the
entries one by one and each time click on “new

entry”
\

)

New Address List X
Type recipient information in the table. To add more entries, click New Entry.

[ Titie ~|FirstNa.. ~|LastNa_ ~|Compan . ~|Address .. ~|Address. . ~|city v[state  ~|zIPCO
]

L4 >
New Entry Find..
Delete Entry Customize Columns... OK Cancel
4
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Mail merge
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~
4. Click on “finish and merge” and choose
accordingly

\_

> M ' )
tecipient x@:‘-}
Finish &
3, Auto Check for Errors

Merge v
Preview Results | B

' &) Edit Individual Documents...
13«1 14 1 |S5 1 016 -] 3  Print Documents...

Ly Send E-mail Messages...

| B




Spelling and grammar

/Did you notice that “hause” is underlined with a curly red line in the image
below? This means it is not recognised by the dictionary as correct!

If the curly line is green, it indicates a grammar error.

\1. Go to the “review” tab /

Table example - Word

Q Tell me what you want to do

Insert Design Layout References Mailings Review View Help

- : :
i - - A AT - | A = - = . = = 3=
B Calibri Body) |11 ~|A A" Aa~ B | =~ i= - "o €35 9l | aapbcede) AaBbCcDe AaBbC( AaBbC
Paste - AL AW . === = & o B TNormal | TNo Spac.. Heading1 Headinc
¥ Format Painter e = E = = =S|\ - P ? :
Clipboard = Font = Paragraph S Styles
e 1. | F’: 1 1 I 2 | 3 l 4 5 1 6 N 7
- e-EUPA

hause
DAL

eu
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Spelling and grammar ‘e eu =
N

2. Choose spelling and grammar 4

2 90 - Table example - Word

File Home Insert Design Layout References Mailings Review View Help Q Tell me what you want to do

— ™ ek ';:T': ) New Comment | '__'__]‘ EE Simple Markup |~ _'\/ [ Reject
g @ ax A = Show Comments = ﬁ Show Markup ~ l ",'_' Previou
SGPr:E;nr?\asri ﬁ a2 Acce(-:;tii;ciﬁty - Tlanf e Lﬂl'lgvuage Ch;a;:s . B Reviewing Pane ~ Accvept -F_ ext
Accessibility Language Comments Tracking = Changes -
1--»|--->- [ | I R N R | CO BT S BRI |---6---_\---)‘--
- Spelling v ooX
- e-EUPA .
hause — —-> The mistaken word (hause)
hause Ignore Once | Ignore All Add
- house
; hawse . i .
: huses > Suggestions of similar correct
- Hausa Words
: Change | | Change Al | > Options of changing the word or
- all words



Create your document
E-EUPA LO 3,52 M 001



Revision Questions /é eu ==

Question 2
e How can we draw a table?

Question 3

 What are the necessary functions of
word for the production
of non routine documents?

\ | M FIEN

N\,




Key points

Tables

* Drawing tables

e Designing tables

 Changing the layout

Spelling and grammar.

 Applying a spelling check in a document
Footnotes and endnotes

* Inserting footnotes and endnotes
Captions

* Inserting captions
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