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178 Chapter 11 Creating and Formatting Tables

Using Tables

Sometimes you just need a document with standard text and pictures, one after another. You have a
paragraph, a list, a picture, and so on.

That ends pretty quickly when you get anything remotely complicated, or if you need to cram a lot
of information onto a page. It’s also time for a new approach if you want to be able to easily
compare information side by side.

Anytime you want to control visually where pieces of text go, when you’ve got lots of data to
present in one spot, or if want to be able to do a little math with your numeric data, tables are a
great idea. It’s also a good idea to use tables when you have two columns of information that need
to be side by side, and there are two or more rows in the first column.

Tables are good for

Salesperson 1999.2000 20012002  2003-2004  2005-2006 straight-up financial
Teasenson $20,08200  $4399000  $38447.00  $45.866.00 figures, since you can
Hatvorsen $49,909.00 $39,881.00 $23,321.00 $48,011.00 easily compare the data,
Sanfordenson $44,098.00 $34,331.00 $12,090.00 $22,900.00 and you can apply
Sixfingeredmansen $49,200.00 $43,510.00 $43,000.00 $48,220.00 automatic currency

formatting.
Orgamizer Py Nome Tgbles let you arrange
Jane Design party invitations | Use kung fu or pulp fiction dlfferent pleces Of
theme. information for particular
Larry Organize games Killer Bunnies is one ophion tOpiCS, as shown. In this
Judd Organize games Bring strategy guide for Twister. and the above examp|e,
Eathy Desserts Anything home-baked is fine you also see some Options
Bert Host Greet gugsts, take care of coats, for Shading and border
stear unsigned authors away .
from the signed authors formattlng.

Tables are an excellent
John Hancock, mayor  John has been mayor of Fargo since 1966, and has seen alot: . .
of Fargo and candidate the big flood of 1997, the big flood of 1992, and the big flood approach for information
for gowernor of 1989, He likes snowmobiling and playing cards like the examp|e at left.
Hannah Mercer, city Hannah used to live in Williston and considers Fargo the Just use a table, and take
council member brightest light on the Morth Dakota landscape! She enjoys ? R
canning fruit and gardening off the borders. You will
Dan Jaxtman, former  Dan loves nothing more than to hear the roar of “Badgers! drive yourself crazy if you
Badger guarterback Badgers! Fighting Badgers!” in his ears. When not attending try to do this with tabs or
games as the official Badgers mascot, he smokes ham. i
wrapping text.

Creating Writer Tables

Tables are pretty easy to insert and fiddle with. Use the Table menu, and all the features are right
there. You get a special formatting bar for the table that has pretty much everything you need, and a
toolbar that pops up to give other ways to access the features.
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Inserting a Table
There are a couple approaches to inserting a table.

Creating a Table Using the Table Menu
1 Choose Insert > Table.

2 In the Insert Table window, specify the number of columns and rows. (This includes the
header row.) If you don’t want a header, unmark it.

Insert Table x|
Mame ITabIel OF
Cancel |

Colurns |3 3:

Rows |5 3: ﬂ;lpl
Opkiol

g;
V¥ Repeat heading
The First |1 3: rows
™ Don't split kable

v Border

AutoFormat, ., |

3 If you want to apply an Autoformat, click the Autoformat button and make your selection.
(For more information, see Creating and Applying AutoFormats: The Table Formatting
Timesaver on page 193.)

Click OK.

The table will appear in the document.

Fill in the table as needed. You can press Tab to move from cell to cell (Shift + Tab to move
back).

Creating a Table Using the Insert Menu or the Insert

Person Task Notes
Elaine Balloons Helium
Tohn Cake Chocolate
Fathy Decorations Elue
Mark Gift Book

Table Icon

You can also insert a table by choosing Insert > Table. Another option is to
display the Insert toolbar. Click and hold down on the Insert Table icon and

select the number of rows and columns.




180 Chapter 11 Creating and Formatting Tables

Creating a Table With Multiple or No Heading Rows
1 Choose Insert > Table.

2 In the Insert Table window, select or unmark the Heading option.

Insert Table x|

Mame ITabIel oK I
g Cancel |

Columns

IZ 3-
Raws |2 33 LIDI

¥ Heading

¥ Repeat heading

The First |2 33 rows

™ Dont split table
¥ Border

AutoFarmat. .. |

3 To have multiple heading rows, specify the number of heading rows; these rows will repeat on
each page.

4  Specify the number of standard rows and other options, as usual.
5 Click OK.

Table Management Tips
Some aspects of tables are a bit tricky; here’s how to do the basics.
Inserting a Blank Line at the Top of a Page Above a Table

You’ve inserted a table at the top of a page, and now you want regular text above the table. To do
this, click in the top left cell of the table, and press Return.

‘ k)r)tm.s Ter Tusk Notes
e

Design party invitations | Use kung fu or pulp fiction
theme.

Separating Two Tables
You’ve got two tables, one immediately on top of the other. You want regular text between them;
what do you do?

It’s the same as inserting a blank line above a table. Click in the top left cell of the second table,
and press Return.

Deleting Just the Contents of a Table
Select the table and press Delete. Only the content will disappear.



Deleting a Table
Here’s one approach.
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1 Select the first line above the table, as well as the entire table.

Weekdays

Weekeds

| I

E.oberts

9

2  Press the Delete key on your keyboard. The table disappears.

Another approach is to select the whole
table and click either the Delete Row or

Delete Column icon.

Deleting Rows or Columns

Table r X

Click in the row(s) or column(s) you

want to delete. Then use the Delete Row or Delete Column icons shown previously, or right-click
and choose Row > Delete or Column > Delete. And in yet another approach, you can choose
Table > Delete > Rows or Table > Delete > Columns.

Skip the Tables—Use a Spreadsheet

Spreadsheets are easier to use. Create the spreadsheet, then paste into Writer.

The spreadsheet looks like this when you paste it into Writer

m e He @ B 7 U

[ [ . i PR FRRR] L4

* Authors and Books This Week: January 20-27
Author Title Weekly Sales  Price
Simon Roberts For Love of Flight $19.99
Up in the Alr 554 $14.99
Openofice and Me: The Untold
Floy Jones Story 341 430.99
Lila, the Liies, and Lyle 765 $35.00
Mark Johnson Owes Me Maney 665 420,00
‘o Freeer = =[B]7 U= I % 8% i 4% | <
K 1
m T fog B = [rtbors st ook e wasks sy 2027
* ] 5 } < I e e - N i ERRET CRRRNERREY SRRRF URRET ERRAV CAREY CRREVRRRET SXREPRRRRT SRRRPERR-
3 B
4_Authors and Books This Week: January 20-27 .
5 a | B | c | D | 3 | £
& uthor [Title eckly Sales _Price 4 Authors and Books This Week: January 20-27
7 [Simon Roberts [For Love of Flight $19.99) 5
2 [Up in the Air 554 §14.99 B 6 author [Title feekly Sales __|Price
7 [Simon Roberts [For Love or Fignt §19.99]
[OpenOfice and Me: The . o
O [Floyd Jones lUntold Stor 341 539.99 B o {Jnin the Alr 54 91409
i Lia, the Lilies, and Lyle 76| $35.00] |
i, the Liles, and Lyle o [OpenOice and Me: The Urtold
12 Mo - w0 FFloyet Jones [story 341 430.99)
e T Seanda Bend T Lil, the Liles, and Lyle 73] 435.00]
2 he Programming Language 21 579,99 — 12
= ¥ 1k Johnson Owes Me Mone 663 $20.00)
o Jive: The Scandal Behind
15 IKathy Sierra lHead First Perl | 519.99] 13 e
16 fThe Secret Life of Variables | WET 5240 = he Progamming Language = 7099
Z Head First Java “ 45 13499 : 15 [Kathy Sierra IHead First Per 122 §19.99]
4 = 16 [The Secret Li of Variables 344 424.00]
1| 47 [¥1]\sheet1 (Sheetz [shests Kl ol o 1 IHead Fust Java 445 $34.99)
I\ ([ [ f\sheet1 /. <
)
Here’s the
spreadsheet in Calc. T i
- =
. 9l
>

Al |

The spreadsheet looks like this when you paste it
into Writer, then double-click it.
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If you’ve got a lot of numeric data, or things that would be better done in a spreadsheet, then just do
it in a spreadsheet. Then copy and paste the data into the Writer document. You can copy some or
all of a spreadsheet.

When you paste it into Writer, it looks just like plain data; any borders you apply will come over,
but if there aren’t any borders, you don’t see any. When you double-click in the spreadsheet data in
Writer, then it looks like a spreadsheet.

Plain Pasting
Copy the part of the spreadsheet you want to copy, then go to the other document and choose Edit
> Paste to simply paste the spreadsheet.

Linking to the Spreadsheet, for Automatic Updates

Copy the part of the spreadsheet you want, go to the other document, and choose Edit > Paste
Special. In the Paste Special window, select DDE Link. Click OK.

Paste Special x|
cales
file: {{/C: fopenaffice_trainingflabfilesz0jcalcfspreadshestd, ods
Cancel |
Selection
Hell
calcs LI
50T metafile

Bitmap
HTML {HyperText Markup Language)

Source:

Urfermatted bext
Formatted text [RTF]

That means the pasted information will be updated every time you change the data in the
spreadsheet. This is particularly nice if you need data from a spreadsheet to be included in several
different documents. This works when you paste from a spreadsheet into a Writer document, and
when you paste from a spreadsheet into another spreadsheet.

Formatting Tables

You can format many aspects of a table—the background, borders, border styles, and so on.
There’s a specific toolbar, the Table toolbar, that helps you do much of that.
Viewing the Table Formatting Bar

When you create a table, there are a bunch of table-specific things you’ll want to do: apply borders,
add and remove rows and columns, etc. To help you do these things more easily, OpenOffice.org
provides a specialized table toolbar with these tools.

1 Click in a table.
2 Be sure that the Table toolbar appears. If [z > 52

it doesn’t, choose View > Toolbars >
Table. %' E:F'Emln' D'%' E%ﬁ'
EEEE R D



Open the table to apply borders to.

Adding or Removing Table Borders

Table borders are good for making tables more legible. You can also remove table borders using
these steps, if you want to use the approach described in Using Tables, Not Tabs, for Parallel
Columns of Text on page 145.

Formatting Tables

Author Book Signings Last Month

The authors had lots of book signings last month; come i this month for more!

Author

Weekends

Weekdays

Jones

343

781

Saur

211

2344

Roberts

799

1209

183

Be sure you can see the table formatting toolbar. Refer to Viewing the Table Formatting Bar
on page 182 if you don’t see it.

Table

- r-fe- 02 = EE-

E=e =) 5

H B Bed

LEDY

Click on the borders icon and hold your mouse down on it. Select the blank option, to clear

the current borders, before you apply other borders.

Table

, = —
R T b B

Weakends

e

The ;ut-h-or_s had Lo EEEE Lt mont

last month; come in this month for more!

Weakdars

Whenever you
switch where the

borders are placed,

you have to clear
the old borders

first by selecting the

blank option. Then

select a new border

placement option.
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4  With the table still selected, click and hold down the mouse again on the borders icon and
select the icon for the formatting you want.

Table r X

= E’“’
-—I-

The authors had 1o

Author Weekends Weekdays

5 The table will show the new border placement.

Table r X

!E““a‘“m

The authors had lots of book signings last month;, come i thizs month for more!

Authar Weakends Weakdars
Jones 343 781
Saur 211 2344
Roberts 799 1209

Applying Different Border Styles

You can set off or distinguish certain lines, such as the heading row, in your table using different

types of borders, such as double lines or single lines.

Salesperson 1999-2000 2001-2002 2003-2004 2005-2006
Jensensen $29,088.00 $48,990.00 £38,447.00 $48,866.00
Halvorsen $49,509.00 $39,881.00 $23,321.00 $48,011.00
Sanfordensen $44,098.00 £34,331.00 $12,090.00 $22,500.00
Sizfingeredmansen $49,800.00 $43,510.00 $43,000.00 $48,220.00

1 Select the table to change line styles for.

2 Be sure the table toolbar is displayed.
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3 Click and hold down your mouse on the Border Style icon.

Table - X
= | pm=
" Bordei)f =1 % " @ %
— [rore- ] A
IE I —— E @ %‘ =2 Z onth for morel
rekends Weekdays

Tones [ [e— 343 781

Saw I = 211 2344

Roberts ———————— 799 1209

4  Seclect a border type you want.
5 The table will reflect the change.

B w0 & EE
EEE@ %‘ "‘{hﬁ E Z 5 month for morel

Authar Weakends Weekdays|
Jones 343 781
Saur 211 2344
Roberts 799 1209

Changing the Border Color

This is very similar to the other procedures. Just select the table and use the line color icon on the
table toolbar.

Table v x

= iF-E0-2- =mE=@-

e o el A | 3
= FTTTT T L
CEE EEEN

EEEEE
HEEEECT [ .
ENEEEEEEET
N ENEEEE
ey 111 D
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Applying Background Shading

Background shading is another good way to highlight information in a table or make a table with
lots of columns or rows more readable.

Clrganizer Task Notes

Jane Diesign party invitations | Use kung fin or pulp fiction
theme.

Larry Crganize games Eiller Bunnies is one option.

Judd Crganize games Bring strategy guide for Twister

Eathy Dieszerts Anything home-baked iz fine.

Bert Host Greet guests, take care of coats,
stear unsigned authors away
from the signed authors.

1 Select the table, and be sure you can see the table formatting bar.

2 Click and hold down the mouse on the Background icon.

Table * X
S EE
Backg:"ound #
_ Z s month for more!
| |
Author - g
Somes | HEEE Bl —
ones ENEEEEEEERE
Saur HEERECT TN 2344
ENEEREENETT
Foberts I EEEEEN| 12
CTEEEERER T
o Fill
3 Select a color.
4  The table will reflect the change.
Table * X

e fa |02 - |EEE

A
4 Z s month for morel

Authar Weakends Weekdays|
Jones 343 781
Saur 211 2344
Roberts 799 1209
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Advanced Reference to Borders and Shading

Let’s say you want a table that looks like this. There are different border widths, border styles,
and though it doesn’t show in the printed version of the book, different colors, on various lines

within the table.
Orgenizer Task Notes
Jane Design party Tse kung fi or pulp fiction
inwitations theme.

Larry Organize games Killer Bunnies 1z one option.

Judd Organize games Brmg strategy gmde for
Twister.

Eathy Desserts Anything home-balked is fine

Bert Host Greet guests, take care of coats,
stear unsigned authors away
from the signed authors

Very few people would, of course, since it’s not that attractive. But the point is, how do you
apply specific border formatting to each border in a table? To have more control over border
formatting, you’ll want to use the Table Format window. Select the table and choose Table >

Table Properties.
Borders Tab

You can use the presets but you can also click on each line in the border area. Clicking on a line
in the User-Defined border area will switch it from selected to deselected

Give the text some
spacing using these

fields.

Specify the border style
and color here, for the

Table Format x|
Table I Text Flow I Columns Borders | Background I
Line arrangement Line: Spacing ko content:
Default Style Left Iglgg" 3:
[ OBEEE Right oo =
0.05
User-defined L0ink
0.50 pt Top 0.08"
1.00pt —
— 7,50 - T |
.......................... .00 pt LI IV synchronize
Color
I- Black 'l -
Position Distance Caolor
T ] o = |
-
IV Merge adjacert ling styles
OF I Cancel | Help | Reset |
Click on a line in the User-

== Defined area, then select color,
style, and other options.

currently selected line in
the User-Defined field, or
for the selected Default
borders.

Specify the shadow, direction, and distance from
the border, here. The shadow is for the whole

table,

not per line.
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When you select a line in the User-Defined area, or when you choose a preset Default pattern,
here’s what it translates into in a table.

Only the top
border
ser-defifed
Only the far-left
border
~}— Only the far-right
All interior vertical A border
borders
Only the bottom All interior
border horizontal borders

What about Merge Adjacent Line Styles? This option in the Borders tab merges two different
border styles of adjacent cells in a Writer table into one border style. This property is valid for a
whole table in a Writer document.

The rules can be condensed to the statement that the stronger attribute wins. If, for example, one
cell has a red border of 2 point width, and the adjacent cell has a blue border of 3 point width, then
the common border between these two cells will be blue with 3 point width.

Background Tab

This doesn’t provide all that much additional value, but you can apply the formatting to the cell,
row, or whole table. You can also choose a background color or background graphic for the cell,
row, or table

Table Format x|

Table | Text Flow | Columns | Borders Backgrnundl

HEN | EEEN
BT T AEEEEE
HNEEENEEEE
HEEEEEEN =N
EEEEEEEEEN
EEEECT [ TEN
ENEEEEENE
EN I ENEEEN
N | [ ] ]

Mo Fill

(Kl

[a]4 I Cancel Help Reset




Adding and Managing Rows and Columns

Once you’ve got the formatting down and you start entering information in the table, you’ll
probably find that you don’t have enough rows, or you have too many columns here’s how to

Adding and Managing Rows and Columns

hand that—and as usual, the Table toolbar has the tools you need.

Adding and Deleting Rows and Columns

1
2

Be sure you can see table toolbar; if you can’t, choose View > Toolbars > Table.

Click in the row above where you want a new row.

Person Fask Notes
( Elaine| Balloons Helium
John Cala Chocolate
Fathy Diecorations Elue
lark Gift Bool
Click the Insert Row icon
Table - X
SEMITAE N |:| - | ol FH A
2 A
= --dH i Z

Click in the row you want to delete, or select rows to delete, and click the horizontal icon.

Table r X

SHMITM N El &'__J o A
NESECIR AP

T

_______

Changing Column Width

You can use the Table Format window to change column width, or drag the borders.

Dragging the Column Borders

1

Select the entire table and position your cursor over the line on the ruler where you want to
change the width of a column. Make sure the cursor turns into a two-ended arrow, as shown.

Chocolate
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2 Drag the column separator to the left or right to change the width.

] Chocolate
|
This will also work if you move your mouse over the table itself; when the icon looks like this, drag
the border left or right.

11 €D
T T

Using the Table Format Window to Change Column Width
1 Select the table.

2 Choose Table > Table Properties.

3  Click the Columns tab.
1
Table | Text Flow Columns | Borders | Backaround |
I fidapt table width
I adijust columns proportionally

Remaining space 187"

Column width
I H 3 4
Lo H e He H e H| =i

[HENEY

QK Cancel Help Reset

4  Specify the column widths.
5 Click OK.

Resizing Columns Using the Optimization Icons

Use these tools to automatically make all columns equal in width, or make them all the right width
for their content (optimal width).
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1  Select the table.

2 Be sure you can see the table toolbar; if you can’t, choose View > Toolbars > Table. You’ll
be using the Optimize icon in this procedure, and the options available when you long-click
on it.

3  You can distribute the columns evenly, or simply optimally for the content.

¢ To make columns equal, click and hold down on the Optimize icon and select the
Distribute Columns Evenly icon. The columns will be resized equally.

Chocolate

¢ In the table toolbar, click and hold down on the Optimize icon and select the Optimize
Width icon. The column widths adjust to the minimum width the need to display all text
on one line.
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Splitting and Merging Cells

1 Select the cells you want to merge.

Books Sold This Week
Fiction
Title Anthor Title Author
Hakunah Randall marks Feminism is a Fat  |Gerard Gemini
Mywhatah? IssUe
Tuwelve Blue Flates |Mira Munos My Golden Calves  |Sonja Jones

2  Click the Merge Cells icon on the table toolbar.

Table * X

= 1IF-Fa- D'%*@_ﬁi_-ﬁ'
.

3 The results will look like this.

Books Sold This Week
Fiction Monfiction
Title Anthor Title Author
Hakunah Randall marks Feminism is a Fat  |Gerard Gemini
Mywhatah? IssUe
Tuwelve Blue Flates |Mira Munos My Golden Calves  |Sonja Jones

4  To split cells, click in a row where you’ve already merged cells.

N\
Books Sold This We(ald )
Fiction Nonfiction =
Title Anthor Title Author
Hakunah Randall marks Feminism is a Fat  |Gerard Gemini
Mywhatah? IssUe
Tuwelve Blue Flates |Mira Munos My Golden Calves  |Sonja Jones

5 Click the Split Cells icon in the table formatting toolbar.

Table r X

@R 102 | =EE-
=y | 6 T ] 37
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6 In the resulting window, select the correct number of cells and specify vertical split. Don’t

just accept the default; it’s usually incorrect

Split Cells

x|

Split o I
Split cell inko |2 3:
Cancel |

Help
I = Horizontally _—I

Direction

r Inko equal proportions

EEI Wertically

7 Click OK.

Creating and Applying AutoFormats: The

Table Formatting Timesaver

Once you’ve formatted a few complex tables, you realize
that it is a huge time sink. Just applying the formatting once
can take a long time; how long would it take you to apply
all the formatting at right, to twenty tables? Longer than
you want to spend. Luckily, you can save time with
AutoFormats. AutoFormats are like styles for tables: you
“freeze” the formatting settings for a table the way you
want it, and then just apply it quickly to any other table.
AutoFormats don’t just retain table formatting; they retain
things like font and font size, as well.

AutoFormats come with you from one document to
another. They also work the same way in Calc
spreadsheets.

Creating an AutoFormat

1 Format a table the way you want it to appear.

StandardTable Formatting
Borders on horizontal lines only
Borders are 2 pts wide and light
gray

Dark gray-shaded top line
Black Arial 12 point text in
heading

Black Times New Roman 10
point text in body

Numbers have $ and two
decimal places

Kl
Ly ] I B 10 T 1B B -7

[Page 171 [ Default 100% [eRT [sT0 [P [+ [

| o [oofak =] [rhomdse Sz I B J U E == |iz:= :
[ 1 . X Lot ] L3 i 4 s 2]
L AUTHOR WEEKENDS WEEKDAYS

Jonss 267 677
Saur 78 1,200
Roberls 17 1409

4%

I i

Select the entire table. (In Calc, select at least three cells across and two down.)

Choose Table > AutoFormat. (In Calc, choose Format > Autoformat.)



194 Chapter 11 Creating and Formatting Tables

4 The AutoFormat window will appear. In that window, click Add.

Format

|:I5

Cancel |
Blue
Brown
Lavender Help |
"rellow
Green Add
Gray
Red Delete
Black 1
Black 2
i LI More == |

5 Inthe Add AutoFormat window, type a name for the format. Click OK.

x|
0K,
MName _
Imyformat Cancel |

6 Click More. Specify any additional options like number formatting.

Formatting
[+ Mumber Format v Font [+ alignment
|+ Eorders [+ Pattern

7 You’'ll see a preview of the autoformat in the AutoFormat window.

AutoFormat LI
Farmat ok |
Green ;I
Close |
Bilack 1 AN FER MAR SUM

Black 2 Horth, [ 7 B 21 Help |

Currency Mlid 11 12 13 36

Currency Lavender Seath 16 17 18 51
Currency Gray
Currency Turguaoise

Summ 33 36 kil 103

8 Click OK.
Applying an AutoFormat to a Table

Once you’ve created your AutoFormat, you’re ready to apply it to other tables you want to format.
(You can also, of course, apply any of the existing AutoFormats.) You can also apply an
AutoFormat when you create a table in the first place; see Creating a Table Using the Table Menu
on page 179.

1 Open a document and select a table that you want to format.
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2 Choose Tables > Autoformat. The AutoFormat window will appear.

3 In the Format list, scroll down and select the AutoFormat you want.

4  Click the More button at the right side.

5 Unmark or mark any options you want to change.

x
Farmat " I
(Gray ;I
g:jen b [ Close |
Black 1
Elack 2 North L0 BRO00 Help |
Turquoise M Rl20 B30 £
Currency Add
Currency 30 Souih AT B0 EUE
Currency Lavender Delete |
Sum $36.00  $390.00
(Currency Turquoise T More & |
Formatting 3

[V mumber Format v Fant v alignment —I_ename
[~ & IV Pattern

6 Click OK.

7 The table will reflect the AutoFormat.

TN Wedkdys
$343.00 $781.00

234400
s10900

Converting Between Text and Tables

You can do more than create a table; you can convert it from text, or from a spreadsheet.

Converting Text to a Table

The approach we’ve shown so far is to create the table structure, then put in the text. That’s fine
but what if you’ve already got some text, and you just want it in table format? Luckily, there’s
the text-to-table conversion feature.
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1 Select the text. The text needs to be separated with tabs or another separator so that Writer can
tell where the columns will go.

Books We're Tracking This Week

Ik Sales This Week
il 44
1: The Privat

2 Choose Table > Convert > Text to Table.

3 The conversion window will appear.

Convert Text to Table x|
Separate texk at
QK I
‘o

" Semicolons

Cancel |
" Paragraph " other: I,_
[V Equal width For all colurns ﬂ;lpl

AutoFormat, ., |

Options
[V Heading
V¥ Repeat heading

The First |1 3: rows
™ Don't split kable
v Border

4  Select the item that separates the columns, such as a tab, and set other options such as whether
you want a heading row.

Click OK.

The text will be converted to a table.

Books We're Tracking This Week

[Book Sales This Week
Many are the Milk Cartons 340

Plaid is My Soul 44

Soft Core Tava: The Private Variables 1789

Head First Dating Design Pattens 12

Malke Me Like Cobol 4554

The Secret Life of Pine 208

That's Not a Catatyst! 127
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Converting a Table to Text

This is just the opposite of the previous procedure. Let’s say you’ve got a table full of data and
you just want it in paragraphs instead.

1 Select the entire table.
2 Choose Format > Convert > Table to Text.

3 The conversion window will appear. Leave the values as is, or change the separator item.
Separate text at
oK |

 Semicolons

Cancel

" Paragraph  Other: I_ 4'

Help

4 Click OK.
Converting a Table to a Spreadsheet

Copy the table, switch to a spreadsheet, click in one cell of the spreadsheet, and paste.

Converting a Spreadsheet to a Table

This is simple, in a way. You need to paste the spreadsheet into a Writer document as formatted
text, then just convert that text to a table.

1 Copy the portion of the spreadsheet that you want to turn into a table.
2 Move to a Writer document.

3 Choose Edit > Paste Special and select Formatted Text. Click OK.

Paste Special x|
Source: calcg

Cancel |
Selection
Hell
calcs LI

50T metafile

Bitmap

HTML {HyperText Markup Language)
DDE link.

You can also click and hold down on the Paste icon and paste as Formatted Text.

4 The text will appear as a table, but without borders. Select all the text and the table toolbar
will appear. Apply a border if you want one on the table. See Adding or Removing Table
Borders on page 183.
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Avutomatic Number Formatting

When you’ve got a big table full of sales figures or prices, it’s a pain to type all those currency
symbols in by hand. Fortunately, OpenOffice.org will do it for you.

1 Open the document with the table containing numbers.

2  Select the numbers (not the heading) in the numbers column and right-click on that column.
Choose Number Format.

3 In the Number Format window, in the Category list, select the number format you want such
as Currency. Then in the Format list, select the variant that you want.

MHumber Format

Category Format Language
f3 English csa) =l Jperaur =l
T - [ em ]
-$1.234.00

ST ) e
—

-1,234.00 UsD

-1,234.00 UsD - $0.00

Eoolean Yalue

Text ¥
Options
Decimal places |2 3: ¥ Megative numbers red
Leading zeroes I‘I 3: ¥ Thousands separatar
Eormat code
[r35-400 220, 00.TREC]-[99-409Twe 000 v| & x

4 In the Options area, specify the number of decimal places, if you want to change the default
settings, and how negatives are displayed.

Mumber Format [x]
LCategory Format Language
215 English wsa = [peraur |
HE = [ &= ]
-$1,234.00
-$1.234 Help

-$1,234.-
Eoolean Yalue -1,234.00 USD $0.00
Text 7| |-1.234.00 usD = i

\—/

Decimal places 2 3: IV pegative numbers red
Leading zeroes 1 3: ¥ Thousands separator
Eormat code

[59-s097 20,00, REDI[49-s 05T #0.00 V| = x|

5 Click OK.
6 The table will reflect the changes.



Sorting Data in a Table

Sorting Datain a Table

This process works with plain text lists, as well; however you can only sort by the first word in

the list.

1 Open the document and select the table, without the headings.

Persan Tusk Price
Elaine Balloong $20.00
Joht Cake $25.00
Elaine Decaorations $15.00
Anne Gift $30.00
Anne Inwitations $7.00
Jahn Sandwiches $65.00
Anne Entertainment $80.00
2 Choose Tables > Sort. The Sort window will appear.
sort x|

Sort criteria
Column Key type COrder

1 33 IAIphanumari: ~|  ascending

" Descending

Ird

[ keyz 1 = [aphanumeric ] © Ascending
" Descending
[~ key3 1 3: IAIphanumerlc ~|  ascending
€~ Descending
Direction Separator
" Columns * Tabs
' Rows 1 Character
Language Setting

I™ match case

English (Usa) ‘I

(o8 I
Cancel
Help

3 Be sure that in the Direction area, Rows is selected. You typically want to sort the rows of

data, so that the rows are re-ordered, so this is correct.

|

Sort criteria

Column Key type Crder
v ¥ev i [t = [aphenumeric =] © Ascending
" Descending
I Keyz Il 3: Alphanumeric -] & Ascending
" Desrending
I key3 Il 3: Alphanumeric ~|  ascending

¢ Descending

tection Separator
 Column: & Tabs
[ Eov&  Character I

Language

Setting
[~ Match case

Ok I
Cancel
Help

199
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4 Be sure the Key 1 item is selected. Key 1 just means the first thing to sort by. Then in the
Column list, type the number of the column you want to sort by. In the example shown earlier,
if you wanted to sort by price, you would select Column 3.

ot E

Sork criteria
Column COrder W
IV Key L 3 2 - & Ascending Cancel

" Descending

- - . Help
I kevz Il 3— Alphanumeric +| * Ascending 4'

¢ Descending

[ keyz [t = [aphenumerc =] © Ascending

" Descending

Direction Separatar

 Calumns = Tahs

& Rows £ Character |
Language Setting

English (LUSAY ~ [~ Match case

5 Then choose whether to sort by Alphanumeric or Numeric, and Ascending or Descending.
You must choose Numeric to sort numbers.

sort x|

Sort criteria
Calumn Key type Crder ex I
P ikeyL s = [RNHET © e concel

Alphanumeric " Descending

- Help
I Kevz 1 3‘ Dhanamer; & pscending

" Desrending

I key3 1 3: alphanumeric v| * Ascending

¢ Descending

Direction Sepatakor
" Columns & Tabs
* Rows € Character L
Language: Setting
W [~ Match case

6 Ifyou want to sort by another column now, select Key 2, and select the column and options for
that sort.

7 Click OK. The data will be sorted.

Person Task Price
Anne Entertainment $80.00
Anne Gift $30.00
Anne Inwitations $7.00
Elaine Balloons $20.00
Elaine Decorations £15.00
John Sandwiches $65.00
John Cake $25.00
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If you have problems sorting numbers, select all the number cells, right-click, choose Number
Format, and be sure that they’re a number or currency format rather than Text. If your numbers
are left-aligned in the table, they’re not the right format. See Automatic Number Formatting on
page 198 for more information

Doing Calculations in Tables

In general, I recommend doing calculations in spreadsheets, then pasting them into your Writer
document. However, you can also do some calculations in tables.

1 If you want to apply number formatting, see Automatic Number Formatting on page 198.

2  Click in the table, where you want the calculation result to appear.

1 Monthly Utlitiesy] |Monthly-EentY | Totalq]
20069 F220.00 $1,200.00

20079 £189.00 $1,300.00

Totalq]

1

3 Choose Table > Formula. The formula toolbar will appear.

I b2 foo~ X 4 |=

4  Type the calculation. Use <> around the cell references. The first cell in the first row and
column is A1, and so on.

I b I €% |=(<Bz>*12)+(<cz>*12)|

5 Click the check mark icon.

6 The calculation result will appear in the table cell.

1 Monthly Utlitiesy] |Monthly-EentY | Totalq]

20069 F220.00 $1,200.00 $17,040.00
20079 £189.00 $1,300.00

Totalq]




