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Working with Tables and
Charts
Lesson Time: 45 minutes

Lesson Objectives
In this lesson, you will:

• Sort table data.

• Control cell layout.

• Perform calculations in a table.

• Create a chart.

Lesson Introduction
You have added tables to documents so that information can be lined up in rows and
columns. Tables can be used for more than making your data look good. In this lesson, you
will organize and chart the data in tables.
Organizing your table data into categories makes it more convenient for someone viewing
the table to find information. You can control the layout of the cells to help the viewer find
data within the table as well. If your table contains numerical data, you can perform simple
calculations on that data and even graph it in a chart.
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TOPIC A
Sort Table Data
When you enter data into a table, you probably are not entering it in any specific order; just the
order you receive the information. You could cut and paste the information to put it in alphabetic or
numeric order, but this is time consuming and you could still end up not have everything in perfect
order. Word enables you to easily sort the table data into meaningful groups.

Sorting Tables
Sorting data in a table puts the data in ascending or descending alphabetical or numerical order.
Sorting can be done on a single level or on multiple levels. For example, if you are sorting a list of
customers, you might first sort by city, then by zip code if there are numerous zip codes within the
city, and then by street.
It is not necessary to have column headings, but it makes it easier and more meaningful if the
columns do have headings. You can refer to the headings when sorting in Word. If you have
headings but don’t indicate that you do in the Sort dialog box by selecting the Header row option,
the column headings will be sorted with the rest of the data and won’t remain at the top of the
columns.

Figure 1-1: Sort dialog box configured for a single-level sort.

Note: Tables containing merged cells cannot be sorted.

Access the Checklist tile on your LogicalCHOICE course screen for reference
information and job aids on How to Sort Table Data
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Single-Level Sort



ACTIVITY 1-1
Sorting Table Data

Data Files
C:\091025Data\Working with Tables and Charts\Inventory.docx

Scenario
You are working in the office of the Smothers & Family Hardware store to organize the inventory
list. New items were recently added to the Inventory file. The file was previously sorted by category.
The new entries were added to the end of the table in no particular order. You want to sort the table
to put all records in category order and then sort by wholesale price within the category.

1. Open Word.

Note: This course uses a streamlined notation for ribbon commands. They
appear as “[Ribbon Tab]→[Group]→[Button or Control]” as in “select
HOME→Clipboard→Paste.” If the group name isn’t needed for navigation or there
isn’t a group, it’s omitted, as in “select FILE→Open.”

a) On the Start page, select Word 2013.
If Word 2013 is not on the Start page, right-click a blank area, then at the bottom of the window
select All Apps.

b) If necessary, in the User Name dialog box, select OK or enter the appropriate Microsoft account ID
and then select OK.

c) If the Welcome to Microsoft Office 2013 window is displayed, close it.

2. Perform a single-level sort of the table by category.
a) In the C:\091025Data\Working with Tables and Charts folder, open Inventory.docx.
b) Scroll through the document and notice that most of the rows of the table are in order by category,

but there are several items at the end of the table that are not listed with the rest of the items in that
category.

c) Click within the six-column table to enable the TABLE TOOLS tab.
d) Select the TABLE TOOLS LAYOUT tab.
e) In the Data group, select Sort. Notice that the entire table has been selected.
f) Under My list has, select Header row to specify that the first row of the table is excluded from the

sort.
g) Under Sort by, in the first drop-down list, verify that Category is selected. If My list has Header row

was not selected, you would see column numbers listed instead of the column names.
h) Under Then by, verify that the first drop-down list is empty.
i) Select OK.
j) Scroll through the table to verify that all of the rows in the table are now sorted by category.

3. Perform a two-level sort of the table by category and then by wholesale cost.
a) Select Sort. Under My list has, select Header row.
b) Under Then by, from the drop-down list, select Wholesale cost then select OK.
c) Scroll through the table to verify that the list is sorted by category, and that within each category, the

inventory is sorted by wholesale cost.
d) Save the file in the current folder as My Inventory
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You might want to let
students perform the
activities on their own as
you walk around to
check their progress. If
you find students are
stuck on a particular
portion of an activity,
demonstrate the activity
from your computer.

After students complete
the activity, be sure to
follow up with them to
make sure they were
successful, and ask
whether anyone has any
questions about
performing the activity or
how they would apply
the steps in their own
work.



TOPIC B
Control Cell Layout
You have sorted your data into meaningful groups. Some of the data in a column might apply to
multiple rows of data. You could leave the redundant information in each row, or you could
combine those redundant cells into a single cell to make the data more readable. By controlling the
cell layout, you can change the shape and arrangement of the cells within the table and change the
direction the text flows within cells.

Cell Merging
Cell merging combines multiple adjacent cells into a single cell that is the size and shape of the original
cells. You can combine cells from rows, columns, or both.

Figure 1-2: Merged table cells.

Merging cells is useful when you want to add a title that goes across all the rows in a table or when
you have sorted data and want the common information listed just once for the grouping where it
applies.
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Merged Table Cells

Merged Title Row and
Category Cells



Figure 1-3: Merged title row and category cells.

If data already exists in the cells before they are merged, the data will be listed in the merged cell as
multiple paragraphs. In the example in the previous figure, “Power Tools” was listed on each row of
the table for the items adjacent to the merged Power Tools cell. When the cells were initially
merged, the words “Power Tools” were listed six times within the merged cell. The person who
merged the cells then deleted all except one instance of the words.

Caution: If your table contains merged cells, you cannot sort the entire table. You can only
select a portion of the table that contains unmerged cells and perform a sort on the selected
cells.

Cell Splitting
Cell splitting divides one or more cells into multiple adjacent cells. If you are splitting a single cell into
two or more cells, you can right-click the cell and select Split Cell. If you are splitting multiple cells,
you can only do so from the TABLE TOOLS LAYOUT menu.

Cell Alignment
The cell alignment options on the TABLE TOOLS LAYOUT tab, in the Alignment group, enable
you to position the cell contents in one of nine positions. The buttons show the alignment
positioning. The alignment choices are top left, top center, top right, center left, center center,
center right, bottom left, bottom center, and bottom right.
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Demonstrate cell
splitting, cell alignment,
and changing text
direction.



Text Direction
Text direction options enable you to position the text horizontally or vertically in a table cell. The
default is horizontal. You can turn it 90 degrees and flow up the left side of the cell or down the
right side of the cell.

Access the Checklist tile on your LogicalCHOICE course screen for reference
information and job aids on How to Control Cell Layout
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ACTIVITY 1-2
Controlling Cell Layout

Before You Begin
My Inventory.docx is open.

Scenario
Your manager asked you to make the inventory listing easier to view, especially differentiating where
each category begins in the table. The table currently has no title, and you think a title across the top
of the table would help identify the purpose of the table. You want to eliminate redundant category
names since all of the data is sorted into categories. Some category names wrap within the cells, so
you want to change the text direction so that it fits within the merged cells. Your finished document
will look like the following example.
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1. Merge cells in a new row added to the top of the table for a title.
a) Select the first row of the table.
b) On the TABLE TOOLS LAYOUT tab, in the Rows & Columns group, select Insert Above.
c) With the new row selected, in the Merge group, select Merge Cells.
d) Type Smothers & Family Hardware Inventory

Note: Remember, to select a row in a table, you can either drag over the cells
and select them or click to the left just outside the table to select the row.

2. Center align the title text and right align the quantities column.
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a) On the TABLE TOOLS LAYOUT tab, in the Alignment group, select the Align Center button to
center the title in the cell.

b) In the Quantity on hand column, select all the numbers.
c) In the Alignment group, select the Align Top Right button to right align the numbers.

3. Split the hammers rows into two columns: for ounces and type of hammer.
a) Select the cells in the second column beginning with “20 oz Claw Hammer” down through “12 oz

Rubber Mallet.”
b) In the Merge group, select Split Cells.
c) Uncheck Merge cells before split and then select OK. If Merge cells before split was checked, the

content would be merged into the top two cells that you split.
d) Leave the “# oz” in the current cell and move the type of hammer to the new cell to the right.

 

 

4. Merge each grouping of categories into a single cell and then change the text direction to flow up the
left side of the cell.
a) Select all of the Fasteners cells in the first column.
b) Select Merge Cells. Alternatively, right-click and select Merge Cells.
c) Delete all of the words, leaving just one instance of “Fasteners.”
d) On the TABLE TOOLS LAYOUT tab, in the Alignment group, select the Text Direction button twice.

The first time you select it, the text flows down the right side of the cell; the second time, it flows up
the left side of the cell.
 

 
e) Select Align Center Left.
f) Repeat substeps a through e for each of the other categories.
g) Save the file.
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Ask students when they
might use cell splitting in
their job role as it is used
in this activity.

Check to make sure
everyone was able to
complete the activity
successfully. Their file
doesn’t need to look
exactly like the example,
but the basic concepts
should have been
accomplished, such as
cell merging, cell
splitting, alignment of
cell contents, and
changing text direction.




