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Managing data with tables 
The advantages of an Excel table include all of the following: 

1) Quick Styles 

Add color, banded rows, and header styles with just one click to style your data. 

2) Table Names 

Give a table a name to make it easier to reference in other formulas.  

3) Cleaner Formulas 

 Excel Formulas are much easier to read and write when working in tables. 

4) Auto Expand 

Add a new row or column to your data, and the Excel table automatically updates to include the new 

cells. 

5) Filters & Subtotals 

Automatically add filter buttons and subtotals that adapt as you filter your data. 

6) Dynamic Pivot tables  

If you use an Excel Table for the source data of your pivot table, the data range becomes "dynamic". 

A dynamic range will automatically expand and shrink the table as you add or remove data, so won't 

have to worry that the pivot table is missing the latest data. When you use a Table for your pivot 

table, the pivot table will always be in sync with your data. 

 

1. Make your data into a table 

 

 

1. Click on the 

Insert tab  

2. Click on the 

Table command 

button  

3.  A window will open. 

Confirm the cells to be 

included in the table and that 

the data has headers 
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2. Naming the table 

It is good practice to name the table as it makes life much easier later when working with formulas. Naming 

the formula is basically giving your data set a name which will enable you to recognise which data set you 

need to be working with. 

 

 

3. Formatting the table 

There are a number of table formatting options in Excel. The benefit of the table format is that it ensures 

each new column or row you add to your table will be automatically formatted in the same way. 

 

1. Click on the table & select 

the Design tab 

2. Rename the table. For 

example, “Participants” 

Change the look and feel of 

your table with the formatting 

tools 
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4. Adding a Total column 

 

5. Adding a Row Total 

  

2. On the Home tab, click on 

Sum  

1. Highlight the cells you want 

totalled, including the blank 

cell where the total will go 

2. On the Table Design tab, 

check the box Total Row  

1. Highlight the columns you 

want totalled 
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Filtering 

6. Filtering (Select & Deselect) 

 

  

1. Click on the arrow next to the column 
header of the column you want to filter by 
 
 

2. Select the values you want to filter by 
 
 

When you have applied the filter, look at the bottom of the 
sheet to see the total count of the filtered rows. 
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7. Filtering (Text filters) 

Excel has more advanced filtering options available via text filters: 

 

 

3. A Custom AutoFilter 
window will open. 
 
 

4. Check the 
filter type 
correct 
 
 

5. Enter the value 
you want to filter by 
 
 

1. Click on the arrow next to 
the column header of the 
column you want to filter by 
 

2. Select Text Filters 
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8. Data Slicers 

Slicers are visual filters. Using a slicer, you can filter your data (or pivot table or pivot chart) by clicking on the 

type of data you want. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Click on the 
Insert tab 
 
 

2. Click on 
Slicer 
 
 
 
 
 

1. Insert Slicer 
window will open. 
 

2. Select the 
column(s) you would 
like to use for 
filtering 
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4. Select a single filter 
option to apply the filter 

5. To add more than one 
filter click on the Multi-
Select button  

6. Select multiple filter 
options to apply  

3. Drag and drop the slicer to 
the location you want 
 



 
 

10 
 

Conditional formatting 

9. Highlight Cell Rules 

The Highlight Cells Rules gives you lots of options for formatting your spreadsheet contents e.g. text colour, 

cell background fill colour etc, based on the values in the cells. 

 

 

 

  

For example, select Less than 

Then add a value and choose 

what colour you’d like cells to 

be highlighted, where 

contents satisfy your criteria 
Here cells with 

values under 48 are 

highlighted in red 
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10. Identifying duplicates 

Use the Highlight duplicates function in Conditional formatting to identify duplicates  

 

 

 

11. Removing duplicates 

 

 

 

 

 

 

 

 

 

 

 

1. Highlight the 

column you want to 

search for duplicates 

and then  on the 

Home tab 

2. Click Conditional 

Formatting 

3. Click on the arrow next to 

Highlight Cells Rules 

4. Click on Duplicate 

Values 

6. The Duplicate Values window will 

open giving you the opportunity to 

highlight Duplicate or Unique values 

and what colour you would like to 

use. 

1. Click anywhere on the 
table to select it 

2. Click on the Data tab 

3. Click on the Remove 
Duplicates command 
button 
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12. Colour scales 

Colour scales give you automatic recolouring based on your range of values – with different options to suit 

what you are looking to highlight (i.e. is a low number good and so indicated by green or is it of concern and 

needs to be highlighted in red?) 

 

 

4. Select the columns you want to remove duplicates from.  
(If you select multiple columns, all columns must contain a 
duplicate value for the de-duplication to happen. The whole row 
containing the duplicate values will be deleted.) 

5. The number or duplicates 
removed will be displayed in a 
window. If you realise you made a 
mistake, use the Undo button. 
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You can also select More rules and precisely set what you need in terms of formatting based on contents of 

cells. 
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Splitting columns  
 

Often there is a need to break down data to make it easier to work with. For example, if you want to sort 

people in alphabetical order using their surname you will need to make sure their name is split into first 

name & surname columns. 

Tip: It’s a good idea to first create a column to the right of the column you wish to split, for the second part 

of the column contents to move into. 

 

 

*space before a name so that count if doesn’t work -bring it back as an exercise in the formulas. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(A Delimiter is a blank space, comma, or other character or symbol that indicates the beginning or end of 

a character string, word, or data item) 

 

 

 

 

 

 

 

 

 

1. Click on the 
Data tab  

2. Highlight the 
column to split  

3. Click on the Text 
to Columns 
command button 

4. The Convert Text to 
Columns wizard will open  

5. Select Delimited & then 
click on Next  

6. Select what delimiter to use to 
separate the data into columns. In this 
example the data to split is separated 
by a space 

7. The wizard displays how 
the text will be split 
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8. Select the data format for each 
column. General automatically 
converts the column to the most 
appropriate format. You can 
override that now or later after 
the split 


