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I Microsoft Word

Module 27 - Converting Table into Graphs in MS Word

Helping Tool of Table Layout Menu

Convert Table into Graphs

Converting a table into a graph refers to the process of taking the data from a table
(such as numbers or text in rows and columns) and presenting it visually in the form
of a graph or chart, such as a bar graph, line chart, pie chart, etc. This is often done
to make the data easier to understand and analyze by visualizing trends,
comparisons, or patterns that might not be immediately obvious in a table.

Why Convert a Table into a Graph?

e Visual Representation: Graphs provide a [
clearer, more immediate understanding of f 109
data compared to tables. -
e Easy Comparison: Graphs make it easier [
to compare values at a glance.

e Highlight Trends: Graphs can highlight - 40 ;::n; "
trends over time or show relationships 204
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TN between variables.
Service

e Professional Presentation: Graphs can 15t Qtr 2nd Qtr 3-d Qtr 4thQtr
make documents or reports look more 3 . n
polished and professional.

State Govt.
Services
How to Convert a Table into a Graph (in Word or Excel):

In Microsoft Word, you can insert a chart
(graph) based on the data in a table. B Module 27 word.doc - Datssheet =
LAW However, you generally need to use Excel
UL for more detailed data manipulation.
Below is a basic guide to convert a table
into a graph in Microsoft Word.

A B ( D f+
1stQtr  2ndQtr  3rdQtr  4thQtr

204 74 90 204

30.6 38.6 34.6 316

45.9 46,9 45 439

i

FNITL Y Types of Graphs You Can Create:

3 e Bar Chart: Used to compare quantities
_ across categories.

e Line Chart: Good for showing trends over time (e.g., monthly sales).

¢ Pie Chart: Shows proportions of a whole (e.g., market share).

e Column Chart: Similar to bar charts but uses vertical columns.
...many moref * Area Chart: Used to represent cumulative totals over time.
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TeSt Serles Table Propzrties T =
Table Properties iabic | mow | comme | cen | amves
In Microsoft Word, cise
Table Properties are a [ Preferred wigth: [0 2] Measure in: [inches
set of options that allow Alignment
you to customize the Indent from left:
layout, appearance, and SETY [ == A g =< S z
behavior of a table. You Left Center Right
can adjust settings such Text wrapping
as cell size, alignment, 0a 0=
borders, text wrapping, = =
and more. These MNaone Around
settings help you
control how the table
looks and how it Borders and Shading... aptions...
interacts with the rest
of the document. cancel

— Banking &

ooy Row Properties

Row Properties in Microsoft
Word are the settings you can | Teble Properies rX
adjust for individual rows

(BTN within a table. These s At Ted
LA properties allow you to ot
control aspects like row . Q. N —
height, text alignment, and N R T RownEig ST
Il 8 Whether rows can break Sl
Services across pages When the table iS @A!!ow row to break across pages

Repeat as heade'row at the top of each page

too large for one page. [
Adjusting the row properties PR \\ e,

is useful for customizing how - B I
a table behaves, especially
Entrance RN you want to control.its

I:I appearance or layout within
MBA
Entrance

the document.
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Test Series

Previous & Next Row
In Microsoft Word, "previous row" refers to the row above the current one in a table,
while "next row" refers to the row below the current one.

Column Propert‘ies Table Properties ? >
Column properties in a table Ieble | Bow e AtTed

refer to the settings that define | ““ime '™

the appearance and behaViOF Of Preferred width: 3.25° = Measure in: | Inches s

a column, such as its width,
alignment, spacing, and text
formatting.

# Previous Column = Mext Column

Cell Properties

Cell properties in a table refer
to the settings that control the
appearance and behavior of an
individual cell, such as its size,
text alignment, borders,
shading, and text formatting.
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Cell Options

10 T .

est Series —— . :
10 Cell options in a table refer to the settings that | ©¢/ Options ? X
10 allow you to customize the behavior and Cell margins
10 appearance of a cell,. including its text [lSame a5 the whais Tabie:
11€ alignment, cell margins, padding, vertical
11 alignment, and whether the cell content should Top: |0 | Left 008" 3
11 wrap or overflow. Bottom: |0 =| Right |0.08~ |3
i } Options
11 Wrap text
11 [] Fit text
1
1 |
12 @ Alt Text
12 Alt text (alternative text) in the i Table Proserties X
12 context of a table refers to a

Table  Bow  Column  cel  |ARETed]

textual description that conveys
124 1T 'R the meaning or purpose of the

i
S TP
IFTPQTTIatiar: I3 UsSTUl TOrpecpie WiLn vision orf cognivve im
moy notbeableto scc erunderstand the object.

pairmeits who

I
I
I
I
I
12 table to individuals who may not i
126 be able to view it. This is | Description
12 especially important for people |
12 who rely on screen readers due to |
12 Central Govt. isual ir)rll irments, or for |
Service v.sua ) pa ents, or 1o ' I
136 situations where the table's |
13 content may not load properly | CAlteifiatvefet _ _
. Q | Titles and descriptions providealternative, text-based representaton: of the II
13 (eg , 1N low-bandwidth I infarmation contaired in tables, diagrzms, images, and other abjects, This
I
|

(LRI N scenarios).
Services

13 St
13 i

Atite czn bz readtoa person with a disakility and is used to determine
whether thoy wish to hear the descaipton of the content,

= Entrance

Entrance
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. Purpose of Alt Text for Tables:

Test Series e Accessibility: It ensures that people with disabilities can understand the content of
a table. Screen readers will read out the alt text, providing users with a summary of
the table's content.
e Context: Alt text can also provide context if the table is complex. A simple alt
description might explain the general purpose of the table (e.g., a comparison of
products, yearly sales data, etc.).
e Search Engine Optimization (SEO): Including alt text can help search engines
understand the context of the table content, improving discoverability.

Assighment
Make this Following Chart in MS Word
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Sample Benlord  Sample Data

Digit Fraquancy  Rate Raita Differance
Central Govt. s 0 11568 oo hiss
Serl 1 2|0.11388 0.02EEEEEET| 0 OB 2N
ervice H 130 10822 0.173033333] 0.065113333
3 2]0 10433 0 0665666T| 0 07766133
0 Flooan 0093333333 -0 00547647
B il () 0053333333 0 00T ksaT
& F] [T EEER] 0 I0E2EEEET| 0 21IP0666T
7 15]0 05035 02l 010968
5 §[0.08757 D08 .0 bOTET
m Sfﬂte .GOVt. [] ol0.08s 0 -0 0B5|
Services Tetal [

+s _LAW
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