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Organizing a range of data can be a 
chore.  Sorting, filtering, and adding 
calculations can be very time 
consuming.  Don’t fret, once again, 
Excel has thought of everything!   

With a click of a button a range of 
cells can be instantly converted to a 
table format.  Filtering, sorting, and 
formatting are automatically set up 
for you! Calculations (totals, 
averages, counts, etc.) can also be 
added quickly and easily.    

Quickly Format your data as a Table! 

 

Ordinary Data vs. Table Format 

Format Data as a Table: 

1. Select the range of cells that contain the data. 
2. On the Home tab, in the Styles group, click 

Format as Table. 
3. Select the table style you would like to use. 

Now the Table Tools is available along with a 
Design tab.   

Benefits of a Table Format 

Header row- Every column has filtering enabled so you can filter and sort 
your data by clicking the drop down arrow in the heading. 

Banded rows- Alternate shading is applied to each row for better visibility. 

Calculated columns- Simply type the calculation you are performing in the 
header row to the right of your table.  Insert the formula in the top cell of 
your data and it is automatically applied to the rest of your table! 

Total row- In the Design tab under Table Style options, you can check the 
box Total Row.  Drop down arrows make it easy to add sums, averages, min, 
max, counts, etc. 

Links to Video 

Demonstrations & 

Instructions 

Organize your data by 

using an Excel table 

Overview of Excel tables 

 

 

http://office.microsoft.com/en-us/excel-help/demo-organize-your-data-by-using-an-excel-table-HA010237617.aspx
http://office.microsoft.com/en-us/excel-help/demo-organize-your-data-by-using-an-excel-table-HA010237617.aspx
http://office.microsoft.com/en-us/excel-help/overview-of-excel-tables-HA010048546.aspx

