C6. Create Simple Tables
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To learn how to create a simple table using the Table menu.

Lesson Duration:  1 Hour

Pre-Instruction:

Gather a variety of materials that have examples of tables (brochures, newspapers, textbooks and magazines)

Make copies of Handout – “Tables: Where and Why”  (paper or overhead transparency) (optional).

Make copies of Worksheets #1 and #2 – Creating Simple Tables.

Materials Needed:

Computer for demonstration.

Computer for each learner.

Handout – “Tables: Where and Why” (or transparency) (optional).

Worksheets # 1 and #2 – Creating Simple Tables.

Overhead or LCD projector (optional).

Learning Objective:

The learner will be able to create a simple table using the Table menu.

Presentation/Procedure:

· Ask the learners if they have ever seen tables used and discuss why tables might be desirable.  (Visually organize information into columns and rows for easier understanding).
· Show an example of a table from one of the materials you have gathered.

· Provide the learners materials such as newspapers, textbooks, and magazines and ask them to find at least two examples of tables. (Show transparency of Handout – Tables: Where and Why, optional). 

· Draw a simple table on the board or on an overhead.

· Discuss the vocabulary words making certain the learner understands the difference between a cell, row, and column.

· Show the learners how to create a table on a demonstration computer:

· Click on Table Menu

· Click on Insert

· Click on Table 

[image: image2.png]e

lomn- b & asshes- \ NOOCE 4R 2-L-A-==500.
[Page 1 Sect T i Gt [Rec e e v [ G|





[image: image3.png]Table size
Humber of columns: 2 —
Humber of rows: [+ —

AutoFit behavior

 Fixed column width: [Auto =

€ Autofit to contents

€ AutoFit to window

Table farmat. (none) Autoorm.

™ Set as defaul for new tables

= =







· Show that when you click on the picture of the Table, an Insert Table dialog box appears


· Explain that you create the size of the table by entering information into this dialog box.

· Click on the up and down arrows to the right of the Number of columns and Number of rows to change the size of the table.  

· Click OK

· When the table appears explain that you can now enter information into the cells.  

· Using the mouse, click inside the first cell. Type your name inside this cell. Use the Tab key or arrow keys on the keyboard to navigate from cell-to-cell and continue to type in the names of the learners in the class.



· Ask a learner how to copy text.  Show that you can copy, cut and paste, and delete information from the cells in the same manner as in a text document.

Practice:

· Have the learners complete Worksheet #1 – “Creating Simple Tables”.

· For additional practice have the learners create the table on Worksheet #2 – “Creating Simple Tables.”

Evaluation:

Have each learner create a table with a minimum of two columns and fours row and add text within each of the cells without the instructor’s help or use of handouts. 

Closure:  Review the uses of a table and the procedure for creating a simple table. Discuss observations made while observing the learners creating the tables.

Vocabulary:

(See Glossary for definitions)

table, column, row, cell, tab key

Resources:  

Smith, Jan. "Jan's Illustrated Computer Literacy 101." AutoTools: Margins & Breaks. 15 Oct. 2002.  http://www.jegsworks.com/Lessons/words/ report/tables.htm/. (15 Nov. 2002).
Instructor Comments:  

The Insert Table tool on the Standard Toolbar can also be used to create tables.  Formatting procedures and options available for documents in general can be applied to tables as well either by cell, row, or column, or any combination.  When making any formatting/editing change to a document, it is first necessary to highlight the affected information prior to making the change.

Instructor Reflections: 

Most tables require titles and it is easier to have learners type the table title prior to inserting the actual table.  This will allow learners the opportunity to use the editing skills—bold, center, font style/size, etc.— required in Technology Levels B and C.
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