Elements in the body instructions

You should get into the habit of saving often.  I recommend in an exercise such as this that you save after each skill has been performed. 

1. Make a table with 5 columns and 14 rows.  You can use the Insert/Table button. 
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2. We will refer to the little rectangles as cells.  Going across horizontally, cells form a row.  Going down vertically, cells form a column.  Merge the cells in the first and last rows (horizontal!).  Highlight the cells in the first row (drag with the mouse).  Go to Table Tools/Layout/Merge Cells.  Repeat for the last row.  (Did you save?)
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3. Stretch the second row vertically.  Place the mouse on the border between the second and third rows.  It should turn into a double-headed arrow.   When it does, press down on the mouse and drag increasing the size of row two.  Stretch the last row vertically as well.  (Another way is to go to Table/Layout/Table/Properties, click on the Row Tab and enter a number or click on the little arrow on the side of the Specify Height box and then click OK.) 
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4.  Enter the text into the cells.  The last column will be empty.  We want the last column of numbers to look centered, but we also want to have their decimal points line up.  The last column is a trick to accomplish this effect.  
[image: image5.png]] veto-. | (=0

Is setect - % A Ersencon 5 i fleer  tEE g
{8 View Gridines S ettt G spitcens | £ A7
Delete | Insert g Alignment Data
53 Properties = Above EbinsertRignt | S spitTable | i AutoFit - 5 s
E 2| " werge | censze ||
&

&

Naturally Occurring Elementsin the Human Body

SYmBOL ELEMENT "ATOMIC PERCENTAGE

NUMBER OF HUMAN
(SEEP.28) BODY WEIGHT

) Oxygen s 0

3 Carbon 6 185

H Hydrogen 1 95

N Nitrogen 7 35

Ca Calcium 20 15

P Phosphorous. 15 0

3 Potassium ) 04

B Sulfur 16 0.3

Na Sodium 11 0.2

<l Chiorine 17 0.2

Mg Magnesium 1 01

Trace elements (less than 0.01%): Boron (B), Chromium (Cr), Cobalt (Co), Copper (Cu), Fluorin (F), lodine

(1), Iron (Fe), Manganese (Mn), Molybdenum (Mo), Selenium (Se), Silicon (i), Tin ($n), Vanadium (V), T

Zinc(2) o
“« [ ) ] >
Page:10f1 | Wordsio6 | B | [EEE] - +





5. Highlight the first row.  Click on the center button.  Also click on the Bold button.
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6. The first row should still be highlighted.  Under Table Tools/Design, click on the little arrow next to the paint-can (Shading Color) icon.  An array of colors should appear, choose a color.  
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7. To change the lettering’s color, highlight the words, go to Home/Font Color and chose a color.   Also increase the font size. 
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8. While it does not show in all of the screen captures, one of the elements at the bottom has a red squiggly underline – suggesting that it is misspelled. Run the Spelling and Grammar check under the Review tab. 
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9. Highlight the second row.  Click the bold (B) button.  Under Table Tools/Layout, click on the Align Bottom Center from the choices.  
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10. Highlight all rows except the first.  Click on the Table/Design/Shading (paint can) arrow icon, click on More colors and choose a color. 
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11. Reduce the size of the columns.  Place the cursor between two columns.  When it turns into a double headed arrow, change the column width by dragging. Highlight the third column and click the Center button. 
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12. If the numbers in the fourth column are not aligned on the right, then highlight the fourth column and click the Align Right button. 

13. Highlight the entire table.  Go to Table Tools/Design/Borders Click on the arrow next to the Outside Border button (on the Tables and Borders toolbar) and choose the No Border option.  
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14. All of the lines may either disappear or turn light gray.  The light gray is a gridline (or guideline) and does not print.  To see them choose Table Tools/Design/Borders/View Gridlines.  If you have them and do not want them do the same except at the end it should say Hide Gridlines.   
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15. Highlight the second row.  Go to Table Tools/Design and use the drop-down list of Line Weight to choose 3 pt from the menu.  The cursor turns into a pencil.  Use that pencil to underline the second row.  Click on the Draw Table button (pencil) at the left end of the toolbar to return the cursor to normal. 
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16. Highlight the entire table.  Go to Table Tools/Layout/Properties.  Choose the Table tab from the dialog box. Click the Center box under Alignment. 
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17. Merge the last two cells in the second row.
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18. Highlight and copy the data from the table.  Open Microsoft Excel and paste the data. 
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19. Highlight the columns with the element names, the hold down control and highlight the column with percentages. Then go to the Insert tab, the Pie in the chart area. Use the drop down list to select “Exploded pie in 3-D”.
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20. Go to Chart Tools/Design/Quick Layout and choose Layout 6. 
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21. Right click on the data labels and choose Format Data Labels… from the Context Menu. Then Choose Number in the left hand column, Percentage as the category and specify the number of decimal places as 1. 
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22. Click on the chart Title and replace the text with the desired text seen below. 
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23. Click around the Pie Chart until you highlight the “Plot Area”.  Then drag it lower. 
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24. Click on individual data labels and move the mouse slightly until it becomes a four-headed arrow.  Then move the individual labels so they are not crowded.
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25. Right click on the Chart near the top and choose Format Chart Area. Choose Fill. Solid fill. Use the Paint Can icon to select a color.
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26. Highlight entire chart, right click and chose save, the go over to Word, right click below your table and choose paste. Center the picture of the chart. 
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