A. Create and format the Excel
file

1. Create an Excel file and fill in the desired table content. Follow the format described below:

# Column A and row 1should be empty.
@ Use Excel's xIsx format.
e The Excel file should have three tabs.

2. Name the tabs "SV", "EN" and "Format" (it is important that the names are exactly these for the table to work
correctly).

e "SV'"-Here you enter all content for the Swedish version of the table. Leave column A and row 1 blank to
match the Format sheet.

o "EN"- For the English tab, the content from each cell is imported into the corresponding cell in the Swedish
tab. If an English cell, e.g. B4, is empty, the content will be retrieved from the Swedish tab. In this way, you
only need to fill in and change numbers in the Swedish tab. Numbers are automatically loaded in English
format on the web page. Note that you need to have the same name for the "SV", "EN" and "Format" tabs.

® "Format" - Here you enter format templates (see next page).
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3. Format the table:

e Formatting should primarily be done in the Format sheet. The data sheet must be completely unformatted.



# Each formatting command in the Format sheet controls the corresponding cell, row, or column in the Data
sheet. The format templates work in the same way as in Word, where you can change the appearance
centrally at the site level.

If necessary, some formatting can be done directly in the Data sheet. The macro will automatically load these
formats.
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Kommandon for CSS-formatering av Excelfiler

Radkommandon

Kommando |Exempel Beskrivning

header header Skapar ett tabellhuvud

title title Rulbrik 1

title2 title2 Rulbrik 2

title3 title3 Rubrik 3

titled titled Rulbrik 4

SUMm U Summa 1 - anvands for att summera det som Rubrik 1 beskriver
surml suirml Summa 2 - anvands for att summera det som Rubrik 2 beskriver
sum2 suma2 summa 3 - anvands for att summera det som Rubrik 3 beskriver
sum3 suma3 summa 4 - anvands for att summera det som Rubrik 4 beskriver
info infa My sektion med kursiv text och mellanrum evanfar

nobarder noborder Anvands tillsammans med header och sum, tar bost lnjen
content content satter texten till samma formatering som artikeltexten

padded padded Forsta raden ar indragen

nohover nohover Radmarkor inaktiveras for denna rad (e implementerad dn)

decimals=X |decimals=3 | Sitter antalet decimaler for alla celler pd raden | friga
Owersitter alla tal till procent, Var noga med att formatera talet
percentage  |percentage |sem procent dven i datafliken,

breakafter breakafter  |Skapar sidbrytning efter denna rad

Kolumnkommandon
Kommando |Exempel Beskrivaing

decimals=X |decimals=3 |Satter antalet decimaler for alla celler | kolumnen

width=)% width=15% [S&tter en kelumn till en procentsats av tabellens bredd,
oversatter alla tal till procent, Var noga med att formatera talet
percentage  |(percentage |som procent dven i datafliken,

Cellkommandon
Kommando |Exempel Beskrivaing

decimals=X |decimals=3 |Satter antalet decimaler far cellen

Sager at macrot att cellen innehdller ett datum (se dven till att
datumet dr formaterat som datum i Data-fliken). Detta
kommando giller endast datum t ex 2012-01-01, 8j &rtal. Artal
kan istdllet sparas som text gemom att sitta apostrof mellanslag
date date innan,

oversatter alla tal till procent. Var noga med att formatera talet
percentage |percentage |som procent dven i datafliken.

Formateringskommandon skriver Gver varandra i ordningen cell > rad > kolumn. Dvs cell har
hagst prioritet.

4. Column widths: To achieve a uniform appearance of the tables, default settings for column widths are used for
tables with different numbers of columns. Note the following:

e First column: The width does not need to be set, the column takes the space left over.

e For tables with 3 columns: Set the width to 15% for the last two columns.

# For tables with 4 columns: Set the width to 15% for the last three columns.

# For tables with 5 columns: Set the width to 15% for the last four columns.

e Fortables with 6 columns: Set the width to 12% for the last five columns.

e Fortables with 7 columns: Set the width to 10% for the last six columns.

@ Fortables with 8 columns: Set the width to 10% for the seven



Adding a table to Content

Follow these steps to add a table to Content:

5.

6.

Go to the "Content" section (see the "Navigating Umbraco" section) to get to the editing mode.
Navigate to the page in the page structure where you want to place the table. Select the desired location.
Click in the content field where you want the table.

Press the "Insert macro" button.
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1. G4 till sektionen "Content” {se avsnittet "Att navigera i mbrace”) for att komma till redigeringslaget.

Main content of the page

e Skapa tabellen i Content

F&lj dessa steg fér att ligga till en kabell | Content:
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Navigera till den sida i sidstrukturen dar du vill placera tabellen. Valj den &nskade platsen

3. Klicka i innehallsfaltet dar du vill ha tabellen,

»

. Tryck pa knappen “Insert macro".

w

I det popup-fénster som visas valjer du “Excel till tabell och klickar pa OK.

o

I det nya fonstret klickar du pd "+™ikonen och bladdrar fram till Excelfilen du tidigare har laddat upp | mediebiblioteket

Xl

Valj den Excelfil du vill anvanda och klicka pa "Select’.

8. Nu har du infogat tabellen i innehallet, och den kommer att visas med en gul ram. Klicka pa "Spara” och "Publicera”. Kontrollera sedan att

In the pop-up window that appears, select "Excel to Table" and click OK.
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2 items returned
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Excel till tabell Graf (Dynamisk)

, Klicka pa Excel till tabell

In the new window, click the "+" icon and browse to the Excel file you previously uploaded to the media
library.

7. Select the Excel file you want to use and click "Select".
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8. Now you have inserted the table into the content, and it will appear with a bright red frame. Click "Save" and
"Publish". Then verify that the table appears as expected.

NOTE: In Content, the table will be displayed in English, even if you are in the Swedish content field. It will still
look correct both on the web and in the pdf version.

To update an existing Excel
table

A. Download the Excel file from which the table draws
data

1. Log in to Umbraco and go to Media (the media library, see the "Navigating Umbraco" section).
2. Navigate to the table you want to update.

3. Click the download icon to download the file. Save the file in a suitable location on your computer, for
example in the "Downloads" folder.
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B. Edit the table in Excel

1. Open the Excel file and make the desired changes. Save the file. If you need to adjust the formatting of the
table, see the instructions in the previous section.

Some tips:

# Since the English tab reads numbers from the Swedish, you only need to change numbers in one place.

e Ifyouadd arow to the table, make sure you add it to all tabs!

3. Upload the modified file

IMPORTANT: Make sure you are in the correct location in the media library before uploading the edited file. This
is to avoid accidentally saving over another file.

4. Click on "Choose file" and locate the Excel file that you have edited.

5. Save the file! Now the file is uploaded and the table should have updated automatically. However, it is
important to preview to check that everything is as it should be.

C. Preview Excel files
Once a new file has been uploaded, the table can be previewed.
1. Upload and select Excel file.

2. Click "Excel preview" in the upper right corner to preview.
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Troubleshooting tables

If the changes do not take effect:

1. Check that you have uploaded and saved the correct file in Umbraco.

2. Still not working? Open and resave the file with a different name. You can, for example, put a number in the
name (for example Ovrig_Tabell2.xls). Then upload the file again in Umbraco.

To find the media library logically, the names in the tree should reflect the name of the image, graph, or table it
contains. However, avoid the letters 3, 8 and 6, and use "_" instead of spaces.

If it is difficult to remove an Excel table embedded in content:

e Place the cursor at the bottom right of the table and press backspace.

& Tryselecting the entire table and pressing backspace.

If a table is behaving strangely in any way —for example, lines that are too long, a large gap under the table

to the next paragraph, too many decimal places, or if the table is getting data from the wrong place—you can do
the following:

¢ Check line breaks . Make sure there are no extra line breaks before or after the table in the content. Also
double-check the HTML code, as there may be invisible line breaks there. A line break in HTML is written
<p><p>.

¢ Remove hidden code in Excel . Go into the Excel file and delete a number of rows/columns next to and
below the table in Excel. Delete the entire row and the entire column, not just the content. There may still
be invisible code or spaces that affect the table in Umbraco.

# Check the format tab . Check if everything is correct. Does the formatting describe more columns than

are in the table? For example, if the table should only have 6 columns and there is formatting for 7 columns
in the format tab, the table may look strange.



& Save the Excel file in another file format . Change from xlIs to xIsx or vice versa and see if that fixes the
problem.

Thousands separators and decimals:

® Numeric numbers are recognized by the engine, and thousands delimiter and decimal handling is done
automatically depending on the language of the website where they are displayed.

# Formatting numbers should be done by typing the value numerically (eg 1234) into the cell and then

formatting it as a number with a thousands separator (1,234). This way, the value in the cell can be correctly

interpreted by the engine.
# Dates must be formatted as dates in Excel and have the CSS formatting "date" in the style sheet.

® Years must be formatted as text to avoid thousands separators.

Backup for excel files

You can restore all uploaded Excel files by using the backup function.
1. Go to the section where the Excel file is uploaded and click on the relevant file.
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2. An overview of the uploaded file is then displayed along with relevant information.

3. Click "Backup" to see all available versions of the Excel file.
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4. From this view you can then restore, download or delete a file.
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