6.2 Using tables to organise lists

L

Description: | Step by Step:
Tables are a neat way of ! O Either Create or Edit the Topic.
presenting a lot of words. ® Click on the Insert New Table button.
.~ © Enter table properties into pop up window. |
A Fp CV N CE N AN Rl | ® Don't forget to check the second tab of the window |
e e e (called Advanced).

Sonvof Ainald sl Anry Ranson.

© Click on Insert button.

|
: W e | @ Click inside a cell of your new table and start typing.
JEEET sty ose wad | | @ To change the appearance of the table, click inside the
Reginald | | .
| | e RAHEOH table and then click on the Insert New Table button. '
T e E | ® To the right of the Insert New Table button there are
Trcrtes oeay BANGOM | buttons to format a row and a cell Update button.
| nemyracnl| | © To the right again are buttons to insert and delete
L] SALMCNS | |
e 20D Lo both rows and columns from a table.

More detailed explanation:
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® Click on the Insert New Table button.
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© Enter table properties into the pop up

window ~ the General tab allows you to AL I G T ert/Modify table ... (X]

change the appearance of the table: General || Yadvanced |

- Number of columns, RemConesmttfioperties

- Number of ROWS, Columns El Rows D

- Cellpadding, Cellpadding || Cellspacing [ |

- Cellspacing. Allgnment porder ]
Width ] Height L]

@ Don't forget to check the Advanced clase T =
tab of the window - here you can set the

- Border Colour (first make sure
you have set a Border width on
the first tab),

- Background Colour

for all cells in the table.

© Click on Insert button at the bottom Btile :
anguage a on|-- NOt § ycie) '
left of the window to see your table. ke L =

Language code [

Background image |

® Click inside a cell of your new table and deiiarction 1
start typing. Background color | |

@ To change the appearance of the table, click inside the table and then click on the Insert
New Table button.

Continued overleaf .. |



Continued ...

® To the right of the Insert New Table button are:

' The Table row properties button ~
- allows you to change how a . E
row looks (e.g. colour and border) |

cell looks.

e.g. CCCCFF is a soft mauve.

© To the right again are buttons to help you insert =

Hover your mouse over button for a description.
To use, just click in your table then click on the relevant insert or delete button.

. The Table cell properties button i
allows you to change the way a

In this example (left) colour is used to clarify the
genealogical relationships between the people.
The colours are defined using the 'hexadecimal'
codes (obtained from the Internet or a book)

and delete rows and columns in a table. II 4 G %‘* l gm mg Ly_l

Examples of Tables: ! Topic: Charles We;I—kny Remembers

Topic Type: Publication

contain links to audio files.

The topic below uses tables
to manage genealogical data

The TOPI-C at r'lgh'l' uses a tab |2 to | Listen to Mi Chas. Welby, aged 96 in 1988, talk about his memoiies of Levin, Interviewed by Eleanos Kea'

Edit |Histary |Discus: |Flag as: maccurs ]
= | i

The Hungry in Oxford Street topic (right)
has a picture in a table - using the merge cell
feature to create a larger 'cell' or space

(see sheets 7.1and 7.2 for Photos:  Primary schoal First job
. Recorded on 2 December 1988, click on the links 10 hear Mr Chas. Welby talk. The racording has been divided intc:
more on ThIS.) Internet access, you may prefar 1o download the entire Intarview of xx min (at vw MB) - this fila is at the botton of tF
——— e || 01 §introduction sec
02 |His fathar cama to New Zealand in 1836 on the Adelaids 2min 37s8c
Kete Horowhenua .03 |About his mother and hrather 1min 51sec_
Thiwsicrlas otilisllenl ot as el 1 ls:padpla 04 |Chas came fo Levin as a baby, the family seltling by the (ake 1min A4gec |
2 Back w "ol Robert RANSOM” 05 |In 1892 his father won a ballot for 5 acres in the Horowhenua Villzge Block 2min 20sec |
Topic: Stewart Wilfred Nivison RANSOM 05 |Talks about early lighting in Levin - kergsens, gas and efectricity l2—mln 10sec |
Tople Type: Person - qencalogy 07 |Schaool racollections - starled at school (see pholo) by Govamment Experimental Farm 2min 31sac_ |
| Eldest child of Wilf and Hancy Ransam, sister of Jean and husband of Ava. || || 08 |Left school before 14 years ok vers 15t bicycle his family had ] ~ |Imin 35sec | |
Stewart surived his sister Jean, and upon
been built by Wil and Jean, 1o the Horawh
tha Historical Society sinca the society's i
Toplc: Hungry in Oxford Street?
Topic Type: feneral
i i Vincant Thets bs ne seasan to stay himgay fo1 Tenng bn Oxfard Strwst, Levin, with ever 29 cafes. satsiles. 1estaurants and takeaway theps |
l Stewart Ransom|{ &0 Hansom ._4_."1“‘ = e
] il Hats are soma of them.
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i Get Involved t




