Chapter

7

Table Layouts

Table layouts allow you to place text in rows and columns. They are an excellent way to
display detailed information neatly. Let’s provide a table for the Wattle Valley Animal Park
that indicates the times and locations that the Vet demonstrations take place.

Loading the Presentation

1 Load Microsoft PowerPoint and select OK to the PROJECT GALLERY screen, or close
the current presentation.

2 Display the FILE menu and select OPEN.

3 Access your STORAGE folder and open the WATTLE VALLEY AP file.

Selecting the Layout

e Formatting Palette
~| 'w Add Objects

) & 1

1 Set the screen
to SLIDE 7.

Wattle Valley AP

Click to add title

‘Add Table Slid,

Set the ADD OBJECTS panel of the
FORMATTING palette to SLIDES, scroll
to the top and click on the ADD TABLE

SLIDE button.

RO,/ @z
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PowerPoint 2004 Activities

Entering the Slide Title

_ :
U | = |==s
= ) — ] - = |

DT e Xhh#o o HERE

[ 1 Click in the top frame and add the title:

Vet Demonstrations

Wattle Valley
Animal Park
Exobic: Animals
On Display
Zl Wattle Vallay Offers
= Jungle Safaris
= Wild River Rides
= Baby Nursery Tours
= A Reptile Ranch |
= Birds, Birds and More Birds
= Vet Demonstrations
Jungle Safaris
= Guides take you on a 3 hog
= You will see wild animals uf
—| Wild River Rides

Adding the Table

A table with 3 columns and 8 rows will be required.

"~ Wattle Val

Vs (DB i iions
2 Highlight the text and format it

to TIMES, 54 point, BOLD, ITALIC,
SHADOW and YELLOW.

T —

1 Double click on
the TABLE icon.

« Birds, Birds and Mare g
= Vet Demonstrations
% [ Jungle Safaris
* Guides take you ona 3 hol
= You will see wild animals u
— | 4 & Wild River Rides

« Take a boat trip on the rive|
= Get up close and personal |
5 (£ Baby MNursery Tours
= Tours of the Baby Nursery|
= Baby animals from cne we(
our zoo staff.
& @ The Replile Ranch i
" | 7@ Birds, Birds and More Birds |
— | g 3 VetDemonstrations

Double click to add ta

In the INSERT TABLE dialogue

box enter 3 in the COLUMNS box
and 8 in the ROWS box, then
select OK to create the table.
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Table Layouts 7

Entering the Table Items

— @06 Wattle Valley AP ]

B0 e g
Exolic Animals . — T )
On Display Tapte ~| {1 | & +| = o | Enter the values shown

z [E| Waitle Valley Offers
= Jungle Safaris
= Wild River Rides

in the diagram. You can

Al Sy Norary T press the TAB key to
A B, s and oro S [ move the cursor to the
@ o= J?ng.:ds;f:; - next cell after an entry.
L P gy

N TR 5601700

RSkt | 200-4:00 |Animal Hospital

o e S R N

L e e TR Saturday 9:00 - 11:00 Reptile Ranch

— | =0 VetDomonstaons . [100-3:00 Animal Hospital

- T Ll i bt P 40 il 4

- 1:00-3:00 | Animal Hosp

P

Formatting the Text

Text in a table is formatted using the FORMATTING Tool Bar, the FORMATTING palette and
the TABLE AND BORDERS Tool Bar, which is added to the screen when you insert a table.

i PowerPoint File Edit View Insert Format Tools Slide Show Window Help
& e Bl |
e " e xl = 2 [ ) 5 hﬂﬁ‘ﬁﬂm'

= =22 22| %

&l =

Arial v] 28 ¥
— @606
@ "| 1 @ Wattle Valley

Animal Park
Exclic Animals

1 Highlight the top row of the |
table by dragging the mouse
across its values and set the

On Display

2 [E Waitle Valley Offers
+ Jungle Safaris
+ Wild River Rides

iy text to BOLD, CENTRE and
- Birds, Birds and More Birc YELLOW

+ Vet Demonstrafions

Al
A
@ 2 E Jungle Safars
+ Guides take you on a 3 hot
* You will see wild animals u|
- 4 [ Wild River Rides
\ + Take a beat trip on the rive|
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PowerPoint 2004 Activities

i PowerPoint File Edit View Insert Format Tools Slide Show Window Help
|DoErsxbt (oo BEEEBEEEGEE- |
Pl arial vl 24 vﬂ'ﬁ I 0% E [ 1= = 3z g:@!\\ A X A -»
> '@06 ~ Wattle Valley AP ™
@ s Arimal Park’ ¥ vy
Exotc Animals
On Display
=
Al i e
A B, Brdeand e it 2 Highlight the rest of the table
Bf | 50 dngosare and set the text to 24 point,
+ Guides tzke you on a 3 hol
Yot e i i BOLD, LIGHT GREEN and use the
- 4 Wild River Rides
Toessentvonveve [ TABLES AND BORDERS Tool Bar
\ « Get up close and personal 5
£ e o O I to select CENTRE VERTICALLY.
o1 + Baby animals from ona wer 4
H—l b our zoo staff. - . 7
S| 50 e e | |Seturday [[o:00-11:00 _[[Reptile Ranch_|
.= = g £ Vet Demonstrafions I II‘:M - a:nn IIA'“"“I Hﬂlpihl
- 1:00 - 3:00 nimal Hospital
"

NOTE:

across.

Centre Vertically centres the values down the cell rather than

Column Widths

You can adjust the width of columns. The first two columns are a little too wide, and the

third column is too narrow.

Exolic Animals
On Display
2 [E Wattle Valley Offers
« Jungle Safaris
= Wild River Rides
= Baby Nursery Tours
= A Reptile Ranch
* Birds, Birds and More Birds
= Vet Demonstrations
2 = Jungle Safans
+ Guides take you on a 3 hol
= You will see wild animals u|
4 1 Wild River Rides
= Take a boat trip on the rive)
+ Get up close and personal |
5 [ Baby Mursery Tours
« Tours of the Baby Mursery|

» Baby animals from one wery
aur zon staff

PO/ | W& 2

4

iy

O_ : 5r ®606 Wattle Valley AP
L0 = " [irW - -

Tahle"légaéﬁ*§ ﬁ]f[

1 Weekdays

1 Move the pointer over the
border between the DAY and
TIMES headings.

Demonstratig

Times

Nursery

/

DR e LGEY 2 Drag the column to the left
about half a centimetre.
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