LEARNING OBJECTIVES

After completing this lesson, you will be able to:

Create a Table

Insert a Table

Modify an existing Table

Insert a Block into a Table Cell
Insert a Formula into a Table Cell
Create a Field

Update a Field

Edit an existing Field

Break a table
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TABLES

A Table is an object that contains data organized within columns and rows. AutoCAD’s
Table feature allows you to modify an existing Table Style or create your own Table
Style and then enter text or even a block into the table cells. This is a very simple to

use feature with many options.
This is an example of a Table.

GRADES
Cell——
gERCISE DATE | GRADE
EX-10B 6-15-04 A
EX-13A 7-2-04 A
EX-20C 8-1-04 A

Title

A/—Column Head

Rows

‘¥Columns

HOW TO CREATE A TABLE.

1. Select the Table Style command using one of the following:

Ribbon = Annotate tab / Tables panel / N

Keyboard = ts

The following dialog box will appear.

Tahle Style

Current Tablestyle: Standard
Siyles: Preview of. Standard

Standard

iiiiiiii‘ﬁ
EEEEEEEE‘E?
I wmm‘i

Iz
2
0

List:

Al styles hd

2. Select the NEW button. The following dialog will appear.

i 4
3 Mew Style Mame:
\} |T_l,lpe rew Table Style name here]
Start Wwith: Cancel
|Standard ﬂ
Help

3. Enter the new Table Style name. Note: When you create a new table style you
always “Start With” an existing style and you specify the differences.

4. Select the Continue button.
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The New Table Style dialog box appears. Customize the table by selecting
options described below.

New name will appear here

REINew Table Style: Class Style 6
5 Starting table
Select table to start from: ﬂ J
ereral
Table direction: Down /_ 7
Alignment: Top Center
Appearance — et General
will change as \ Title
Heoder Header Header
you change N Dato Tata Tata
H Data Dota Dota
options. Tata Tota Dota
Doto Doto Doto .
gu‘tu Doid Hoito I~ Merge cells on row/column creation Dlsplays the
oto Dota Dotao
Toto Tato Tato Cell style preview Ce” Style
Dota Dota Dota ‘ "4 SeleCtion,
-o o -a o
Data, Header
Leam about Table Styles ak. ! Cancel | Help | or Title.

N

5. Select which direction you want the table displayed.
Up: Title and Header at the Bottom then data follows.
Down: Title and Header at the Top then the data follows.

General
T able deachion:

6. Select the Cell style that you wish to modify. (Data, Header or Title)

Cedl zhyles

| [rata ﬂ
Header

Tite

™

Create new cell stuls...
Manage cell skyles n

7. Select one of the Properties tabs after you have selected which “Cell Style” that you
wish to modify.

Froperties
Fill color: | ] None
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General tab

Gefra‘he“t | EEEE Fill Color: Background color of cell.
raperties
Fill calar: ||:| MNane j . g . L
Alignment: Justification for the text inside the cell.
Alignrment: |Top Center ﬂ
Farmat. General [ General button: Formats the cell content to: angle,
Tvpe: [Data | currency, date, decimal number, general (default),
Marging Percentage, Point, Text or whole number.
Haorizontal: 0E0
Yertical oED Type: Cell style either Label or Data
| Meige el on il creatn Margins: Controls the spacing between the border
of the cell and the cell content. Margins apply to all
cells in the table.
Merge cells on row/column creation: Merges
any new row or column created with the current cell
style into one cell.
Text tab
Gererel [T&E ] Bordrs| Text style: List all text styles in the drawing.
F,mpe‘['t'i;;"""* Click the button to create a new text style.
Teut ghyle: Standard - J .
_ Text height: Sets the text height
Text height: 180
et ol Wbk 7 Text color: Specifies the text color
Tent angle: 0
Text angle: Specify the rotation angle of the text.
Borders
Genwra| Ten  [B5i367 ] Lineweight: Selects lineweight for cell border
Properties
Lin.:weight; ByBlock Linetype: Selects the linetype of the cell border.
Linetype; ByBlock -
Color Mook 7| Color: Select color for cell border.
[ Double line
Spacing E Double line: Border lines are displayed as double
lines.
] T e R el T e
AyEply e sl reifas s s By el Spacing: Specifies the double line spacing.

Border Buttons: Controls the appearance of the
gridlines.

8. Select OK button after all selections have been made.

Note: Tables are saved in the drawing. If you open another drawing you need to
copy the previously created table using Design Center. (Refer to Lesson 10)
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9, Select the Table Style from the list of styles.
10. Select “Set Current” button.

11. Select the “Close” button.

Tahle Style ﬂﬂ

Current Tablestyle: Clags style

9 —
\ﬁtyles: Preview af: Clazs style
Clasz style Set Current

,— 10

Standard

Modify... |

GEEREHEE
GEEEEEEE

HEReRning

List:

All gtyles ﬂ

The new style is now displayed in the Tables Panel.

i Class Style -

Tahbls EEI E'_"'_ﬁ E'jr

Tables u
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How to Insert a Table

1. Select Table ﬁ from the Table panel or type: Table <enter>

The Insert Table dialog box will appear.

2 Eflinsert Table x|
\ Table style Insertion behavior 3
\ = + Specify insertion poink /—
™ specify window
Insert options )
Column & raw settings
{+ Start Fram empty table .
Columns: Column wigth: 4
™ From a data link " <
m[s = 2500 = /
(" From object data in the drawing (Data Extraction) Data rows! Row height:
5 = 1 =
Preview =] =1 4; Linels)
Sek cell styles 5
First row cell style: i
Title m o A
Haader Haader Header Second row cell style: Header -
Crata Dusta Data
iy T T All other row cell styles: Data -
Crats. [ [
Data. Dats Datn
Cratm. [ Dain 6
Dt Dt Dats
Cratm. Cratn Dain
Dt Datn Dats
Learn about Tables oF Cancel | Help |

2. Select the Table Style
3. Select the Insertion behavior.

Specify Insertion Point: WWhen you select the OK button you select the location to
insert the table with the Columns and Rows previously selected.

Specify window: When you select the OK button you select the location for the
upper left corner of the table. Then drag the cursor to specify the Column width and
number of Rows, on the screen.

4. Specify the Column and Row specifications.

5. Set cell styles: Specifies the Row settings if you haven’t selected a previously
created Table Style.

6. Select OK button.
7. Place the Insertion Point. (The table will be attached to the cursor)

8. The Table is now on the screen waiting for you to fill in the data, header and title.

Bod maic O [OIBYBLXV]| 5 -

~|olals|eln] =

9. When you have filled all of the cells, select Close.
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HOW TO INSERT A BLOCK INTO A TABLE CELL

1. Left click in the cell you wish to insert a block.

Table
. T H & -8 - % -8 - | & [ByRowCoumn =] &d
[ A [ E |
3l g SYMBOLS
~
1 and 2 -
an b o
5
8 Recent Input 3
Cell Style 4
Alignment 4
Borders..
Locking >
Data Format. ..
Match Cell

Remowe All Property Overtides

Data Link.

:

Edit Text

3
Delete All Contents

Columns >
Rows 4

>

2 Properties

2. Right click to display the menu.

3. Select Insert / Block from the menu.

ER1nsert a Block in a Table Cel cd |
Mame:  [EATTERY - Browse...

Path:
Froperties

Scale: li
5 > o 4 | ‘ — ¥ !
6 || Rotation angle—Jp- lﬂi

Overall cell alignment: | Middle Center -

8 —_—
q aK | Cancel | Help

4. Select the Block name (a preview appears)

5. Select the Scale.
Note: AutoFit will automatically size the block to fit within the cell.

6. Select Rotation angle. SYMBOLS
%| - Eatlery
7. Select the Overall cell alignment. o e

8. Select the OK button.
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HOW TO INSERT A FORMULA INTO A CELL

You may apply simple numerical operations such as Sum, Average, Count, set cells equal to
other cells or even add an equation of your own.

The following examples are for Sum and Average operations.
SUM

1. Click in the Cell in which you want to enter a formula.

A | B [ C
1 SYMBOLS
2 Appearance Mame Quanity 1
9 —@— Diode 2
4 = Eatlery 4 l ~
5 % | TotAL W - 1]
= R B
. . Ze:wo:e :H Property Overrides ‘ 2
2. Right click and select: corm) /_
Insert / Formula / Sum

N Average
Courk
Delete all Cantents Cell
Equation
Cahirmns » L

3. Select the cells content to sum using window.

A B8 T ¢ 3
1 SYMBOLS
2 Appearance MName Quanity
8 Diode : 2
1| = Bty |L_ 2 _i|
5 Tora [l ]
- B

4. Verify the formula and select Close Text Editor.
You may edit the formula if necessary.

[ 8 T ¢ 4
SYMEOLS

P I

Diode |
-t ~
-

{ =Sum(C3.Ca)
N

MEENEaEn
L]
T

Notice the formula disappears and the sum of the cells selected has been calculated.
Also the value is shaded to make you aware that this cell has a formula in it.

SYMBOLS
Appearance Name Quantity
Diode 2 S u m
{ | ‘ - Battery 4
L = == o
TOTAS 2 \
A /

Il
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AVERAGE

1. Click in the Cell that you wish to enter a formula.

ROOM | TABLES | CHAIRS | COST
B4 2 4 100
F22 3 B 400
G7 q B 500

TOTAL ]
AVERAGE []

2. Set the data type, format and precision:
a. Rt. Click in cell, b. Select Data Format

c. Data Type: Decimal, d. Format: Decimal, e. Precision.

3. Right click and select:
Insert Formula / Average

Remaove All Property Overrides

Data Link...

Edit Text

Delete All Contents

ealimne

4. Select the cells content to average using a window.

-

»

»

Block. ..
Field. ..

Average
Count
Cell
Equation

ROOM | TABLES | CHAIRS | COST
B 2
Faz 5 X ’
G 3 5 T_ 50
TOTAL 9
AVERAGE [] ._,,,!

5. Verify the formula and select Close Text Editor.

You may edit the formula if necessary.

Notice the formula disappears and the average of the cells selected has been calculated.

ROOM | TABLES | CHAIRS | COST
B4 z 4 100
F22 3 B 400
G7 4 B 500
TOTAL g -—=4.
AVERAGE T R .
N .
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4 1= 7 ~
& | 400

D Table Cell Format

Data bype: Preview:
Angle 845,35

Currency
Date

Format:

£ E {none)
General Current units
Parcentage Decimal
Point Architectural
Text Enginesring
whole Mumber T
Precision:

0.00

Additional Format. ..

ok || cencel || Hep

I

Average

Note: If the precision is not
what you want, refer to step

1 on this page.



HOW TO MODIFY AN EXISTING TABLE
1. Click once in a cell and the Table editing ribbon tools will appear.

Experiment with all of the tools.

Tools View  Output uasrah= -

— = 23 23 A
EE B S S I T | e v .| DB & R
Insert Insert Delete | Insert Insert Delete Merge _ Unmerge Mtcﬁe\l %v - + | Block Figld Formula ¥  pana el
Above Below Row(s) Left  Right Column(s) Cells Cells 2 i Contents

Rows Columns Cell Styles Insert
A | B | C
1
2 L]
3
4
5
6
5]
7 o =]
m ¢
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MODIFY A TABLE USING GRIPS

You may also modify tables using Grips. When editing with Grips, the left edge of the table
remains stationary but the right edge can move. The upper left Grip is the Base Point for the
table.

To use Grips, click on a table border line. The Grips should appear. Each Grip has a specific
duty, shown below. To use a Grip, click on the Grip and it will change to red. Now click and
drag it to the desired location.

Moves the Uniformly
entire Table. stretches the
\ Table width.
: W A
------ -
e
~<.f
2 | EXERCISE™
ta EX-108 §-15-04 A S“ee note ”
....... — — Top of Column
4 gfxmfia% , mgm?:z A below.
i ¢ EX-20C 8- 1-04 A 4
Uniformly .
See next Uniformly stretches
Stretches the .
Table height page for the Table height and
' “Table width.
Breaking”

Top of Column
There is a Grip located at the top of each column line. These Grips adjust the width of the
column to the left of the Grip.

The column will change but the width of the entire Table remains unchanged.

If you hold the CTRL key down while moving a column Grip, the entire Table adjusts at the
same time.

Drag Grip

Drag Grip with Ctrl key

GRADES

GRADES

EXERCISE

DATE

EXERCISE

DATE

GRADE

EX-10B

6-15-04

EX-13A

7-2-04

EX-20C

&-1-04

EX-10B

6-15-04

EX-13A

7-2-04

EX-20C

&-1-04

rlelxMOP>DI0O
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AUTOFILL GRIP

The AutoFill grip allows you to fill the cells automatically by increments of 1 by selecting 1 cell
and dragging to the next cell.
Make sure the cell data format is set correctly. (Refer to 5-13)

1. Place data in a cell. (Important: Data format should be “whole number”. Refer to 5-13)
2. Click on the AutoFill Grip.
3. Drag the cursor down to the desired cells.

4. Cell data advances by 1 unit.

4
/! A
A | A \ A I B

| GRA){ES 1 \ GRADES
2| LEsson | Date DUE | Le#Bon | DATE DUE
B 1 m  7/7/2007 ER 1 772007 |

) w 4 2

5 N\ 5 3

5 AN 2 5 2 T

’ 7 5

8 =\

—"

If you select 2 cells AutoFill will follow the incremental advance between the 2 cells.
For example, if the date advances by 1 week rather than 1 day.

1. Fill 2 cells. (Important: Set data format to “date” Refer to 5-13)
2. Select the AutoFill Grip
3. Drag the cursor down to the desired cells.

4. Cell data advances by 1 week.

—1
A | T A [ B
1 GRADES ! GRADES 4
2 LESSON | DATE DUE ‘ 2 LESSON | TED
|}
3 1 772007 ¥ z 1 7/7/2007
4 2 7/14/2007 4 2 7/14/2007
S 3 5 3 7/21/2007
L il
Z 4 2 5 4 7/28/2007
7 5 7 5 8/4/2007
3 6 3 6

3 8/11/2007
v/ "
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AUTOFILL OPTIONS

You may specify how you want the cells formatted.

1. Left click on the AutoFill Grip.
2. Right click on the AutoFill Grip.

3. Select an Option from the List.

(Description of each is shown below.)

o Fill Series. Fills the subsequent cells with the data from the selected cell and
advances at a rate of 1 unit. The format of the selected cell is maintained.

o  Fill Series Without Formatting. Same as Fill Series except the formatting is not the

same as the selected cell.

o Copy Cells. Duplicates the values and the formatting of the selected cells.

o Copy Cells Without Formatting. Same as Copy Cells except the formatting is not the

same as the selected cell.

o Fill Formatting Only. Fills only cell formatting for the selected cells. Cell values are

ignored.

To change the data formatting within a cell.

1. Left click inside the cell.
2. Right click and select Data Format....

3. Select from the Table Cell Format .

A | B
1 GRADES
o LESSON DATE DUE
3 1 77/ 2007
4 2 m  7/14/2007 =
5 3 u v Fill Series

Fill Series Without Formatting

6 4 EZEE E:::z ‘Without Formatting
7 5 Fill Farmatting Cnly
8 6

[ElTable Cell Format

Date Format:

oK

‘ o
Examples:
& July 2007 =
08,07, 2007

08f07/2007

20070708

2007-7-5

July 07

Juko7

718[2007 1:58 PM
715[2007 1:56:24 PM

1:58 PM

1:58:24 PM

13:58

13:58:24

Sunday, July 08, 2007 (Re
Si 2007 1
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TABLE BREAKING

A long table can be broken into 2 separate tables using the Table Breaking Grip.
1. Click on the table border line.
2. Click on the Table Breaking Grip.

3. Move the cursor up to the cell location for the Table Break and click.

= I GRADES i
*

: i ERAOH AT E ERIE
Sie 5 ¥ P
P 7 TN
] FEg AR
3 PR HEE
7] BYAEF O TR TEEE | o T s s Wi m—
it i3 FE AR GRADES GRADESD GRADED
7 T LEREGE BATE DUE L EBBON BATE DUE LESHOR BATEDUE
i IR : F T i A i D
2 THA0T 11 GG E,:'J;'J E-3] 1 #172007
gl BT 3 T I 7
i gy : e m
% ) -
i3 LR T E IS F] SR 57 SR
o S 5 A = A
i SRR
i pitEkcerin
HH LR
17 IHRTIT Table
o fi] | R Breaking
v I N .
: B /\fzﬁﬁ;w Grip

To make changes to the broken table
1. Right click on the Table and select Properties.
2. Scroll down to Table Breaks

Enabled — Allows Table Breaking or Not
Table Breaks -
Epablgd Yes Direction — Places the broken table to the left, right or down
Direction  Right from the original table.
Repeat ko... Yes
Repeat bo... Mo Repeat Top Labels — Repeats the Top labels or not
Manual po... Mo
Manual hei... Mo Repeat Bottom Labels — Repeats the Bottom labels if your
Break height 4.744 table has labels on the bottom or not.
Spacing A9a0
Manual Positions — Allows you to move the segments

independently using the Move Grip on each.
Manual Heights — Places a table breaking grip on each segment so each may be additionally
broken
Break Height — Breaks each segment into equal heights except possibly the last.

Spacing — Controls the spacing between segments.
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FIELDS

(Not available in LT version)

A Field is a string of text that has been set up to display data that it gets from another source.
For example, you may create a field that will display the Circumference of a specific Circle
within your drawing. If you changed the diameter of that Circle you could “update” the field and

it would display the new Circumference.

Fields can be used in many different ways. After you have read through the example below
you will understand the steps required to create and update a Field. Then you should
experiment with some of the other Field Categories to see if they would be useful to you.

Consider adding Fields to a cell within a Table.

CREATE A FIELD

1. Draw a 2” Diameter Circle and place it anywhere in the drawing area.

2. Select “Insert tab / Field

&0

Field

5. Select the Object
[ Type button.

3. Select the Field

. x
Category: ObJeCtS Leatn about Fields
i Field cateqgory: Object bype; Presview:
4. Select the Field Name: obiocts | | [eeer
ObJeCt Field names: Property: Eormat:
BlockPlacehaolder
Formula
f MNarnedObject
6. Select the Circle that you just drew.
Xl
Field category: Ohject tvpe: Preview:

|Objects

| Circle

Field names;

EBlockPlaceholder
Farmula
MNarmedObject

Property:

Area
Center

Color
Diameter
Laver
Linetype
Linetvpe scale
Lineweight
Material
Mormal
Dbject name
Plat: skvle
Radius
Thickness

7. Select the
Property:
Circumference

Field expression;

ﬂ [6.283

Format:

{none)
CZurrent units

Architectural
Engineering

Precision:

8. Select the
L Format: Decimal

|Current precision

You may specify
Field appearance

—using Additional
e 3| Format

o\ ACCOhiProp Object{%e <\_Objld 2123607504 =%, Circumference if "Seluz" =%

Cancel Help
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10. Place the “Field” inside the Circle.

Note: Watch the command line closely. You
may change the “Height” and “Justification” of
the text before you place it.

Notice that the Field appears with a gray background. This background will not plot. The
background can be turned off but I find it helpful to be able to visually distinguish a Field from
plain text. If you wish to turn it off use: Options / User Preferences tab. In the Fields section,
uncheck the “Display background of Fields” box.

UPDATE A FIELD

Now let’s change the diameter of that Circle and see what happens to the Field.

1. Change the size of the Circle.

. Select the Circle.

b. Right click and select Properties.
c. Change the Diameter to 4.

d. Close the Properties Palette.

e. Press ESC key to clear the Grips.

o)

Notice that the Field has not changed yet.
In order to see the new Circumference value, you must “Update the Field”.

2. Type Regen <enter>.

The Field updated to the new Circumference value.

Note: The Field will update automatically each time you Save, Plot or Regenerate the
drawing.
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Editing FIELDS

Editing a Field is very easy. The process is basically the same as creating a Field.

EDIT A FIELD

Double click the Field text. The Muiltiline Text Editor will open.

Right click on the Field text.

Select Edit Field from the menu.

Make the changes.

Select OK.

You may also add more text to the Field text but you may not change the text within the
Field.

Example: Add the words “Circle Circumference” under the Field text on the previous pages.
7. Select OK to exit the Multiline Text Editor.

oabkhwpn =~

ADD A FIELD TO A TABLE CELL

Select the cell.

Right click.

Select “Insert / Field” from the menu.
Create a Field as described on page 5-15.

hoON~

Questions about Fields
1. What happens when you Explode a Field?

The Field will convert to normal text and will no longer update.
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EXERCISE 5A

CREATE A NEW TABLE STYLE

A. Open My Decimal Setup.

B. Create a New Table.
1. Type TS <enter> (Refer to page 5-2)
2. Select the New button.

i&F Table Style

Current T ablestyle: Standard

Styles: Prevview of: Standard

Standard Set Current

B2

AHFERERRAE

Lizt:

Al styles

3. Enter new table style “name” and start with “Standard”

M ew Style Marme:

IRCLE INFORMATION|

Start With:

Standard

e ]

4. Select Continue button. Continued on the next page...
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EXERCISE 5A

C. Enter “Title” Cell Type settings.

PN

Cell gtylesz
T

" ElE)

General | Thewt | Borders

Derties

Fill color. 0 A
Alignrment: Middle Center bt
Farmat: Text EJ
Type: Label ~
Marging

Horizontal: .0ED

Wertical: .0E0

[#] Merge cells an row/column creation

Cell styles

Title v @ @

Gengral| Text | Bjiders

Propemtes
Text style: Clazs Text v E]
Text height: 250
Text color: M Black v
Text angle: 0
Cell gtyles

Title v @] @]

General TE:-:
Propertiez

Lineweight: ByBlock
Linetype: ByBlock
Calar: M Black -
[] Double line

Spacing:

BEEEHEEHEHE
Apply the selected properties to borders by clicking
the: buttons abave.
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EXE RC I S E 5A continued

C. Enter “Header” Cell Type settings.

Cell styles

Header w

( General | Tewt | Borders

rties
Fill color:

Alignment; tiddle Center b

Format: Text [I]

Type: Lahel

<

td arginz
Harizantal: 0&0

Vertical B0

[] Merge cellz on row/column creation

Cell styles

Header “

eral| Tewt | Bhrders

Gen

Props
Text style:
Tent height: Jao
Teut color: M Black v
Teut angle: 0
Cell styles

Header w

General | Tew( | Borders

Propertiez

Lineweight: BuBlock
Liretype: BuBlock
Color: M Elack -
[ Double line

Spacing:

GG e En)E G E

Apply the zelected properties o borders by clicking
the buttons abowe.

Continued on the next page...
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EXERCISE 5A

C. Enter “Data” Cell Type settings.

Cell styles
Data b E}* D’
< General | Tewt | Borders
rties
Fill calor: [ Cyan A
Alignment; tiddle Center b
Format: Text [:J
Type: Drata b
td arginz
Horizontal: 060
Yertical 0&0
[] Merge cellz on row/column creation
Cell styles
Data b fo} Df
Geng

Frop
Teut shyle: Clazs Text i D
Text height; 125
Text calar: M Elack v
Text angle: 1]

Cell gtyles

General| Tew(' | Borders

Propertiez

Lineweight: BuBlock

BuBlock

Liretype:
Calar:

[] Double line
Spacing:

E 8 & E I E 5 (E
Apply the selected properties to borders by clicking
the: buttons abave.
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EXERCISE 5A

D. Select the OK button.

continued

Starting table Cell gtyles
Select table ta start from: ':1' Data h
Bzl General | Test | Borders
Table direction: Dawn v Propeities
Lineweight: — ByBlock
Linetype: — ByBlock
Calor: M E1Block v
[ Double line
Tille Spacing:
Hesder Hesder Header

D [ D

= = = BE = E EE @ (E

Tute 5o Toy ﬁ]%pglui?:nsse;icot:s properties to borders by clicking

Dot Data [

Ot Ot Data

e P b Cell style previ

i o = ell style preview

[+da Dala
Deatn Ciakx
(i) Leam about Table Styles [ oK !J [ Eares ] [ Help

\_p

E. Setthe new table style current.

& Table Style 3]

Current T ablestyle: CIRCLE INFORMATION E
Styles: Preview of. CIRCLE INFORMATION Y
CIRCLE INFORMATION Set Current f
Standard
Tite Mew...
Header Header Heisclor -
- - =
Duta Dota Dota
[ Dol [
L Cmis Cmbs
Dl Dl Dl
™ ™ ™
™ Dt ot
o o o
List:
Al styles w
[ Cloze ] [ Help ]

N

F. Select Close button.
G. Save as: EX-5A
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EXERCISE 5B

INSERT A TABLE

1. Open EX-5A

2. Insert the Table shown below using the following Column and Width settings.

W Insert Table ‘

Table style Insertion behawvior
CIRCLE INFORMAT @ ' Specify insertion point
() Specify window
Insert options
@) Start fi by Eabl Colurmnn & row settings
(%) Start from empty table
P Colurnns: Colurnn width:
() From a data link — —
m 4 & . =
() From ohiject data in the drawing (Daka Extraction) Daka rows: Row height:
3 3 1 o Lineds
|:| Preview g hd - (s)
Set cell skyles
First row cell skyle: i
‘T"‘M'@ Title v
Header Header Header Second row cel style: Header v
Diats Doate Diata
D D ey All ather row cell styles: Data v
Diatn Dot Diata
Craln [ L] [raa
Diatn Dot Diata
Dala Dada Dala
Diain Diadn Dadn
Drata Dt D
(i) Learn about Tables oK ] l Cancel ] l Help

3. Enter the Title and Header text.

CIRCLE INFORMATION
ITEM DIA CIR | AREA

4. Save as: EX-5B
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EXERCISE 5C

MODIFY AN EXISTING TABLE

1. Open EX-5B
2. Modify the Column Header “Cir” to “Circumference”.
a. First change the Cell width to 2.750
b. Edit the text
3. Add the data for column “ITEM” (Try “AutoFill Grip” described on page 5-12
4. Add the diagonal guidelines if desired.

CIRCLE INFORMATION
ITEM | DIA | CIRCUMFERENCE | AREA

5. Save as: EX-5C
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EXERCISE 5D

ADD FIELDS TO AN EXISTING TABLE

1. Open EX-5C

2. Draw 3 Circles and place their item number (.25 Ht) in the middle, as shown below.

o0

2” Dia 3” Dia 4” Dia

3. Add the FIELDS for DIA, CIRCUMFERENCE and AREA in the appropriate Data

Cells within the “Circle Information” Table shown below.

Text Ht = .125 Justification = Middle Center

CIF{CLE INFORMATION
ITEM | DIA CIF{CUMFEE{_IEI_\I_(_}_E:__ AREA
=
3 4.000._ __='____;——12.566 ' : - 12566

4. Save as: EX-5D
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EXERCISE SE

UPDATE A FIELD

1. Open EX-5D
2. Modify the Diameters of the 3 Circles using Properties.

1” Dia 2” Dia 3” Dia

3. Update the Fields: Type: Regen <enter> (Refer to page 5-16)

'CIRCLE INFORMATION

ITEM | DIA CIRCUMFERENCE | AREA
1 [ 1000 | s | ouss
2 2,000 5,283 3,142
3 | soo0 | - eas - | 7080

4. Save as: EX-5E
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EXERCISE 5F

USING AUTOFILL GRIP

1. Open EX-5E
You are using 5E because it has the “Circle Information” table style saved in it.
2. Draw the table shown below using table style “Circle Informtion”.
3. Column width = 1.50
4. Try AutoFill Grip to fill the cells. It is really not difficult and may save you time.
(Refer to page 5-12)

GRADES

| LESSON 1 | DUE DATE

FR2007
42007
742142007
7282007

242007
8/11/2007
sfB2007
S/2of2007

8/1/2007

e/8/2007
81 5/2007
G22£2007

0| = [T | tn [ | LI | M| —

Lin]

—
—

—_
—_

(L]

5. Save as: EX-5F
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EXERCISE 5G

BREAKING A TABLE

1. Open EX-5F
2. Break the table as shown below. (Refer to page 5-14)

GRADES 8 £/11/2007
7 £/18/2007
LESSON 1 | DUE DATE 5 B/25/2007
1 74742007 g 9/1/2007
2 7/14/2007 10 9/3/2007
a 7/21i2007 11 9/15/2007
4 7/28/2007 12 9/22/2007
5 8/4/2007

3. Now change the broken table to “Down”.

GRADES

LESSON 1 | DUE DATE
1 /72007
2 7/14/2007
3 7/21/2007
4 7/28/2007
5 8/4/2007
6 8/11/2007
7 8/18/2007
g 8/25/2007
g 9/1/2007
10 9/B/2007
11 9/15/2007
12 9/22/2007

4. Save as: EX-5G
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