Manipulate that Table

Lets look at that table we just made. Looks ok.
But thats just the default look and feel of the basic
tables. Unless you change something (which is a
bit more advanced than we are right now), this is
the way most tables will look like originally.

Now, we get to play with its looks a bit. We
might not like the font, colors, borders, etc... All of
this we can change, quite easily. Numbers actually

gives us a way of doing a
-} few changes all at once. They have some basic table Styles
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designed for us. They are located directly above the Formulas

area we looked at to make our easy sum earlier.

All you have to do is select the table you want to format, then

pick any of the styles shown in the table styles area. It will
reformat Header & footer colors and formatting, general data

formatting, fonts, font size etc...

Heres a few examples of what our table looks like with a few of

these applied.

Names Owed Names Owed Names Owed
Cleveland $60.00 Cleveland $60.00 Cleveland $60.00
Gina %40.00 Gina $40.00 Gina $40.00
James $10.00 James $10.00 James $10.00
Jazon $20.00 Jazon $£20.00 Jason $£20.00
Kelly $30.00 Kelly $30.00 Kelly £30.00
Rita $50.00 Rita $50.00 Rita $50.00

$210.00 $210.00 $210.00

Names Owed Names Owed Names Owed
Cleveland $60.00 Cleveland $60.00 Cleveland $60.00
Gina $40.00 Gina $40.00 Gina $40.00
James $10.00 James $10.00 James $10.00
Jason $20.00 Jason $20.00 Jason $20.00
Kelly $30.00  |Kelly $30.00|  Kelly $30.00
Rita £50.00 Rita $50.00 Rita $50.00

$210.00 $210.00 $210.00

Notice that this is one screenshot. | simply selected the table, copied and pasted
over and over. Nothing complicated. | then picked each table and hit a format button.
Done. thats how easy it is. Each table is still the exact right size for the data we have
right now. But any single one can have a row added, or removed and not affect the
others. Thats later in this chapter. Patience...

But what happens when you want to make the formatting more unique? You want to
use certain colors. Like your favorite Colleges colors, or the colors of your company?
Well, here we go...
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The formatting bar is a new addition as of iWork ’08. It contains controls for changing
the look of cells and text boxes in your worksheets. It is located directly beneath the
main button area at the top of the window. You may need to increase the resolution of
you monitor or screen to 1280 pixels wide or higher or you may not see the entire
format toolbar. If you cannot see the Name checkbox on the right, you need to increase
the resolution.

The toolbar is grouped into different sections, each one controlling very specific
things. We are going to break the format toolbar down by section. Then walk through an
example at the end.

« Text Formatting

« Alignment

» Number Format

- Borders

- Headers, Footers and Table Name

Text Formatting

Helvetica Mewe & | | Regular =10 3| I .
Select a cell, any cell. | will tell you which one you picked without et
looking. Ok, | am not that good. As long as you have a cell with some Uralignt
text in it selected, we can then start playing with formats. The left most gp areale

Light Italic

pulldown on this section is how you select what font you want to use in
that cell.

Iralic
Bold
Bold Italic

The second one controls if it is Bold, Italic, etc...

1 A This is handled in a pull down not individual buttons. Not
every font has every option. It depends on what the designer of the font
s decided to provide.
3 The third is the size pulldown. These are the presets or most
” common sizes. There is a way of getting very specific. Look at the bottom of
the drop down menu. If you click the “Font Panel...” option, you will get the
full font selection dialog opened. (which we will cover in another chapter later
on). The last button (looks like a square of color), chooses what color the
text will be in that cell. Ok,
So, lets select the header row of data, either click

and drag across both cells, or click the number 1 to [ Times New Romar ;| [ Boid e )
the left. And lets select a blue color for the text, Times ~ Stes= L/ o owee
New Roman and Bold and size of 14. Now our table " ...
looks like this: B : coes  om

Take a few minutes, play around and make some o lames e .
changes. Pick different cells, change the fonts, colors 2 Kty 2000
size etc... (If you want to jump ahead a bit, use the 8 $210.00
Show Colors option from the colors drop down. You — gr<m

have millions to choose from!)



Cell Alignment
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This controls your basic cell alignment. It is about what your used to seeing in almost
al other programs. It is actually grouped into two groups of buttons. Horizontal and
vertical alignment. They tried to make the buttons show how the text will align by the
little lines in them. The first three are obvious, Left, Center and right. The fourth adds
space between words to try to make the text “squared up” left and right. Its like you see
most newspaper columns. The text even on left and right.

The vertical alignment is fairly straight forward
as well. Do you want the text to be at the top of the
cell, middle or bottom. The last thing is a check box

E=E=E=E= [FlEx] ¥ wap

n. cell alignment set to center vertical and harizontal

that tells the program is this cell you have selected A

will wrap text to keep it inside the cell, or let it over

run into the next cell over. This over flow only L] e who turmed on, cel
works in two cases. One, there are more cells over harizantal.

to the right or left to let it run into. (depending on if

you have the cell set to Left, right or center
alignment). Two, those cells must be empty. It
won't let you overwrite cells that actually have
something in them.

Notice that on this toolbar, when you pick a cell, the choices that were made for that
cell will be reflected in which buttons show as selected on the formatting toolbar. In my
example above, Center alignment for both horizontal and vertical are highlighted, along
with check in the wrap checkbox.

Data Format
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This one sets how the numbers or data in the selected cell is going to show up. | you
want a basic number with decimals, use the first of them. The next set up the numbers
to show as a currency format.

Next comes a percent format. Remember that if you have 1 in the cell and then
select the percent format, it will change to 100%. This is because 1.0 is 100%. 90% is
0.90. If you enter a number after you set its format to percent, then it will show up as
expected. Thats because now it knows your talking percents. So entering a 2 is seen as
entering 2%.

The next one is cool. It deletes any data in the cell and changes it to show a check
box that someone can check things off with. Like in our example, if we wanted to have a
check box to show that someone did pay up. We cold add a new column and set it to
check boxes. Hey, that sounds like a good exercise in a little while.



Automatic

The next one is a little different. Its like saying,

none of the above, please show me some more ST E i
options. Date and time has more options, you can Text | Upwtheee dgns asysss)
make a slider, a stepper, and a pop-up menu. All of Siger .  Cuanters

which we will cover in a later chapter. | have shown e

Tenths
Hundredths

the Fractions pullout here. Because this one is just
cool. I don’t know how to do this in other programs,
just select the accuracy of your fractions. Do want
1/4” accuracy? Up to three digits in the denominator?

The last two buttons in this area of the formatting toolbar control how many decimals
your going to see in the answer. Press the left button to increase the number of decimal
places you see, right makes them fewer.

2ratol
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on the bottom of the fraction. So | typed denominator, placed the
cursor above it, then | held down the Command key and the Control
keys together and press the D key. Wait a few seconds if the dictionary
isn’t already running, it has to start. And you will see a little window
show up with the definition of the word your mouse is over.

noun

the number below the line in a common
fraction; a divisor.

+ a figure representing the total
population in terms of \Riich statistical |
values are expressed. e

Oxford Dictionary More...

If you keep holding down the Command and Control Keys you can just move the mouse over
different words and it will show the definition of those words for you. | think thats just cool.

For this to work you have to be editing the text your looking to define. So in Numbers, double click on
a cell with the word you want to define. Then do the shortcut. For this green info area | made, | had
to click inside as if | was editing the text inside. This works in most Apple programs, even in some
other vendors programs if they used apples supplied development tools.




Cell Borders
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This is the hardest one to get the hang of. | tell people to work from
ool bl left to right. First select one or more cells (some options are only
H m available if multiple columns and rows are selected). Then work
1) e vericas from the leftmost button. Thats the one that is going to determine
e which set of borders are going to be modified around the selected
= cell(s).
= The next button then tells the program if it is a full line |, Y
e around the cells, or a broken line. If you choose any

of the lines beneath Thin in the list, you will then get =
the choice of how thick the line is going to be with the third =
drop down button.
Finally you get to choose the color of the outline with the color rectangle
at the far right of this group of buttons.

Cell Rl
Fill '
This one is fairly straight forward: o

- Select a cell

« Click the color box
- Pick a color
+ The cell gets that color in the background. | |’

Show Colors

-

Headers, Footers and Table N\ame
[H B E Name '

Again this set is fairly straightforward. These buttons turn on or off the three header
sections. First is Row header, then comes Column headers and finally Column footers.

So what’s that Name checkbox? Well, if you double click on the name of a table over
on the left hand area ( it starts out as something like “Table 1), you can rename the
tables to be more descriptive. This checkbox tells the program to show that name over
the table on the sheet.



Well, thats all the stuff on the formatting toolbar. Just make sure you remember one
important tip. | always try to get new people to think of this little rhyme before working
on formatting. “In order to affect it, you must select it”. Meaning, before you try to
change the look of something, you Have to make sure you have selected the item first.
Otherwise its whatever was selected will get those changes you made.

If you don’t seem to be able to get the selected choice, Usually because the choices
are grayed out, Its because whatever you do have selected, doesn’t have that option
available. An easy example of this is to select a single cell, then try to change the
“Middle Horizontal” border from the first pull down in the Borders group of buttons pull
down.

There is no horizontal middle line, only outside edges are available to be modified.
All non-available choices are Grayed out.

10($ | %|v |v|]|400]|.00 =.k Thin

A B
[E Outside Edges

1 Names Owed

2 Cleveland 1.00%

3 Gina $50.00 1 Left Edge
4 | James | $10.00

5 Jason $20.00
6

7

8

Kelly $30.00 Il Right Edge
Rita $50.00

$160.01 flopcae

—— Bottom Edge

Allow Border Selection

Now lets try to get our table to this state:

Use whatever methods you have learned so far to make the Names ~ Owed

Cleveland 1.00%

table look like this. | used Orange and blue. Go figure, I’'m from = S
Florida. Use whatever colors you want. It will give you practice 7= A
with Text font, size, style, Cell colors etc... Kely I

16001

Oh, just loaned the neighbor some money. So now we need
to add a new row. While we are at it, | would like a way to note that someone had paid
me back, and a way to count how many people had not paid me yet. So we are going to
need add a new column as well. Along with a new formula to count how many people
have not paid up yet. Later on we will add additional tables and additional formulas to
count up not only how many people, but how much we have or have not been paid total.
But that comes a little later. | just want to ensure you that you will have made a full
workbook by the time you finish the book.



Adding Rows and Columns

Its actually very easy to add a row or column. If you simply “Float” your cursor over
one of those column letters or Row numbers, you will see a little drop down triangle
appear after a moment. If you click on that arrow, you will see the following drop down

(for a row):
A B
Names Owed
Cleveland 1.00%
Gina $50.00

1
2
3
4
5
6
7
3

$10.00

Jason $20.00

Kelly $30.00

Ya $50.00
Add Row Above

Delete Row

Hide Row

Show Sort & Filter Panel

If you read all the options, you will see that we are not
only able to add a row, we get to choose if the new row
goes above or below the row you clicked on the arrow for.
(in this case row 7). We can also delete that row or Hide it
from view. If you have hidden rows, it will also allow you to
unhide all the rows, bringing the full table back into view.

| don’t care if you add a row above or below. | am
going to add one below and put my neighbor in the newly
made row. | think he borrowed about $50. And his name is
Cornelius.

Do the same thing to add a column after column B.
We are going to add check boxes to this column. But
instead of picking each cell and choosing the checkbox
button from the data formatting tools, click once on the
column C at the top of the third column. Then click on the

Check box button.

It will look like this after you do these steps...

T+ | = wrap 10| $ | % »/*v 100 0 ¢
A B C
1 Names Owed Paid Up?
2 Cleveland 1.00%
3 Gina $50.00
4  James $10.00
S Jason $20.00
6 Kelly $30.00
7 Rita $50.00
8 Cornelius $50.00
9 $160.01

The program will put the check boxes in all the correct boxes for you. Going back to
what we did in the end of the first chapter, select the cells of check boxes, only the cells
that have check boxes. Then drag the count function from the bottom left hand area of
the window into that cell below the check boxes. It will say zero right now.

You will want to change the formatting to take off Currency, (I used the Number
button tot he left of the currency button). And | moved the right hand Add/remove
decimals buttons to bring the number back to where there are no decimals (hard to
have a part of a check box).



If you then go and check a box, does the count increase to one? No, are you sure? |
am. It won’t work yet. Why? Because count doesn’t know what to do with check boxes.
It’s time for your first equation lesson that isn’t one of the basic formulas prebuilt for you.
This one is going to have to be some way of counting, but only if it sees a check in the
box. So we need a way of conditionally counting.

Well, there is something prebuilt for you, and | am going to save you the bother of
going to go look for it. This one is called COUNTIF. If you want to look at the help file
for it, go to the Help menu, and click on “Numbers Help” or Press the Command Button
& ? Together. And once it has loaded, type Countif into the search field at the top right
corner of the help window. It will search and show you the results, double click on
countif in the list and you will see the official help file.

Or, | can explain the basics. Ok, | will explain. The countif take two “Arguments”.
Meaning it needs two bits of information to do its job. It needs to know what range to
count, and the condition that determines if that row should be counted or not.

You will see it written like this in a few different places:

COUNTIF(test-range, condition)

Test-range is that range to count, and the condition is what test the range cells have
to match to be included in the count. In our situation, we are testing the range C2 to C8.
And we only want to count it if its value is True. (thats what we say it is equal to when it
is checked, True. Hence we would say it is false if unchecked).

When we want to spell out a range of cells in a formula we can write it by first putting
the starting cell, then a colon O:O then the last cell. So our range is C2:C8 and our test is
TRUE. Simple really. Just substitute those values in for their part in the countif definition
above in bold.

COUNTIF(test-range, condition)

Becomes

COUNTIF(C2:C8, TRUE)

If you retype the formula to read like this (donOt forget to type the = sign before it
still), you will see it start counting your check boxes. In later chapters we will walk you
through how to find those functions. Once you start using them, you start remembering
how they work off the top of
your head. It just takes

practice. fx =COUNTIF(C2:C8,TRUE)

Heres our final version at A B C
theNend of_ Chapter 2. Savg it, 1 R Do Paid Up?
weOre going to keep working |
with it throughout the book. g oveanc 1.00%

3 Gina SK0.00

4 James $10.00 v

S Jason $20.00

6 Kelly $30.00 v

7 Rita $50.00

8 Cornelius $50.00

E} $160.01 2
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