
Excel Chapter 9: Working with 
Tables
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Learning Objectives
 After studying this chapter, you will be able to:

Manage data using a table

Create a custom filter

Name a table

Use structured references in a formula

Create sparklines



Working with Tables
 Formatting as a table enables the table features

Quickly manage, organize, and analyze data

Tables have a header row and can display banded 
rows and a total row
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Working with Tables (cont.)
 Insert and delete table rows and columns

Use Insert and Delete Table commands

 New rows or columns are automatically formatted as 
the rest of the table

 Table commands do not affect the rest of a worksheet
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Working with Tables (cont.)
 Calculated columns

A formula in one cell is automatically copied to all cells 
in the column – no need for AutoFill

Formula edits are copied automatically

 Apply a sort or filter
Tables automatically display a Filter button on each 

column to use for sorting and filtering
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Special Table Features
 Table Name

Default name is Table1

Rename table for quick reference

 Header Row
Header row names remain visible when scrolling

 Table Style Options
Check or uncheck options to display on table
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Structured References
 Created when a formula uses table references

 References adjust as new tables rows/columns are 
added

 Structured references show the table name and the 
table row/column’s cell range

 Structured references automatically calculate
the entire column 
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Structured References (cont.)
 Formulas with structured references

Best practice – use point-and-click method 
Adds all appropriate formatting/syntax for cell or range

Difficult to type; more chance of error

More meaningful; easier to understand formulas

8



Creating Sparklines
 Adds visual data trends by displaying a miniature 

chart at the end of a row/column

 Sparklines include Line, Column, Win/Loss
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