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Introduction 
This chapter covers the required outcomes related to managing tables and table data. 

 

3.1. Create and Format Tables 
In Excel, Tables are a subset of data within a worksheet which make managing and analyzing 
related data easier. 
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3.1.1 Create Excel tables from cell ranges 
This objective requires one to know how to create a table from a range. 

Create table from cell ranges  

1. Select the upper left cell of area to be defined as a table 
2. Click Format as Table  any option 
3. Dialog: Select range directly in workbook, or type range; click OK 
4. Review results 

In the example below, row one contains header information (it is not part of the data) so My 
table has headers was left checked in step #3. The headers now contain special filter arrows. 

 

  

Create table from selection 
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3.1.2 Apply table styles 
The steps just given to create a table also applied a table style. This topic provides instruction on 
changing the current table style. 

Apply or change a table style  

1. Select anywhere within a table 
2. Click Table Design  Table Styles list  any option 

Hover cursor over an option to see the style name in a tooltip; the exam may specify a 
specific style to apply (notice the three groupings as well: Light, Medium and Dark). 

 

  

Apply or change a table style 
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3.1.3 Convert tables to cell ranges 
Sometimes it is necessary to change a table back into normal cells, which removes the table. 

Convert table to cell range 

1. Select anywhere within a table 
2. Click Table Design  Convert to Range 
3. Dialog: Click OK to convert entire table 
4. Review results 

The table no longer exists within the workbook. The data and formatting have been preserved. 

 

 

  

Convert table to cell range 
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3.2. Modify tables 
Review the required objectives in this section on modifying tables in a workbook. 

3.2.1 Add or remove table rows and columns 
Review how to insert or delete a row or column in an existing table. 

Add table row or column 

1. Select a cell(s) within a table; row will be inserted above 
2. Right-click and select Insert  Table Rows Above 
3. Review results 

Steps are similar for columns; in step #2 select Table Columns to the Left. In the example 
below, notice data outside the table (e.g. the number 23) did not shift.  

Insert row into table 
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Delete table row or column 

1. Select a cell(s) within a table 
2. Right-click and select Delete  Table Rows 
3. Review results 

Steps are similar for removing columns; in step #2 select Table Columns. In the example 
below, notice data outside the table (e.g. the number 23) did not shift. 

 

 

  

Delete a table row 
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3.2.2 Configure table style options 
Tables have several built-in table style options to control how the table appears. These items 
may be toggled on and off without losing any data. 

Toggle table style options 

1. Select anywhere within a table 
2. Select the Table Design tab on the Ribbon; a table must be selected to see this tab 
3. Check or uncheck the options in the Table Style Options panel 

 

 

 

 

 

The image below compares the same table with no Table Style Options applied (top) and with 
all options selected (bottom). Many variations are possible by selecting different combinations of 
options. 

  

Table style options on Design tab (table must be selected first) 

Compare table style options; no options v. all options applied 
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3.2.3 Insert and configure total rows 
Inserting row totals, in a table, is part of the table style options that deserves special attention. 

Insert table total row 

1. Select anywhere within a table 
2. Select the Table Design tab on the Ribbon; a table must be selected to see this tab 
3. Check the Total Row option on the Table Style Options panel 

A new row is added to the bottom of the table as shown in the example below, listing a total. 

 

 

 

 

 

 

 

 

 

 

 

 

Optional step: Once a table Total Row is added, click at the bottom of each column (#4) to 
apply a function, such as sum, max, min, etc. (#5) to the column as shown in the image below. 

  

Insert total rows in a table 

Configure a table 
total row 
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3.3. Filter and sort table data 
Tables can be quickly sorted and filtered to look at relevant data. 

3.3.1 Filter records 
When a table has the Header Row and Filter Button (turned on via Table Style Options) filtering 
data is very simple. 

Filter records 

1. Click a filter 
arrow in the 
header row. 

2. Select a filter 
option(s). 

3. Click OK. 

Unlike sorting a regular 
column, the entire table is 
automatically sorted to 
maintain data integrity. 

The image below 
compares the same table 
sorted/filtered three 
different ways. 

  

Compare various filter results 

Click column arrow to view filter options 
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3.3.2 Sort data by multiple columns 
 
Sort data by multiple columns 

1. Click anywhere within a table 
2. Select Home  Sort & Filter  Custom 

Sort… 
3. In the Sort dialog: 

a. Click the Add Level button 
b. Set the first ‘Sort by’ row to Category 
c. Set the second ‘Sort by’ row to Mark 
d. Click OK 

4. Review the results 

  

Tables may be sorted by more than 
one column in Excel. 

In the example below, there are 
multiple categories with the same 
name, and they are further defined 
by the Mark category. Thus, we 
will sort by the Categories column 
and then the Mark column; e.g. 
seating will self-sort for Mark. 

Sort data by multiple columns in table 
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3.0 Practice Tasks 
Try the topics covered in this chapter to make sure you understand the concepts. These tasks 
are sequential and should be completed in the same Excel workbook unless noted otherwise. 
Saving the results is optional, unless assigned by an instructor. 

Task 3.1: 

 Open Quarterly Sales Report by Associate.xlsx, and then create a table based on the 
following range: A2:F9. Use the following style: Orange, Table Style Light 10. 

Task 3.2 

 Insert a new table row above Abi. 

Task 3.3 

 Add a Total Row using Table Style Options. 

Task 3.4: 

 Toggle on the First Column setting via Table Style Options. 

Task 3.5: 

 Sort the table by first name, alphabetically. 
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