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Lesson13-Filtering Data

Introduction
A B

.

3 1011 |Laptop " Saris
1012 Laptop
1021 Laptop
1022 Laptop
1023  Laptop
1025 Laptop
1031 Laptop

" Saris
"EDIS
"EDIS
"EDIS
"EDIS
" Saris
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Filters can be used to narrow down the data in your worksheet
and hide parts of it from view. While it may sound a little like
grouping, filtering is different in the way that it allows you to
qualify and display only the data that interests you. For
example, you could filter a list of survey participants to view only
those who are between the ages of 25-34. You could also filter
an inventory of paint colors to view anything that contains the
word "blue," such as "bluebell" or "robin's egg blue."

In this lesson, you will learn how to filter the data in your
worksheet to display only the information you need.

Filters can be applied in many different ways to improve the
performance of your worksheet. You can filter text, dates, and
numbers. You can even use more than one filter to further
narrow down your results.

To Filter Data:
In this example, we will filter the contents of an equipment log at
a technology company. We will display only the laptops and
projectors that are available for check-out.
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1. Begin with a worksheet that identifies each column using a
header row.

A B C D

1

2 Equipment Detail Checked Out

3 1011 Laptop 10" Saris Netbook Pro 04-Oct-10

4 1012 Laptop 10" Saris Netbook Pro 29-Sep-10

5 1021 Laptop 15" EDI SmartPad L200-3 15-Sep-10

6 1022 Laptop 15" EDI SmartPad L200-3 14-Aug-10

7 1023 Laptop 15" EDI SmartPad L200-3 08-Aug-10

8 1025 Laptop 15" EDI SmartPad L200-4X 26-Sep-10

9 1031 Laptop 17" Saris X-10 Laptop 04-Oct-10

10 1032 Laptop 17" Saris X-10 Laptop 19-Sep-10

11 1033 Laptop 17" Saris X-10 Laptop 24-5ep-10

12 1034 Laptop 17" Saris X-10 Laptop 25-Aug-10

13 |2050 Other EDI SmartBoard L500-1 05-0Oct-10

14 2051 Other EDI SmartBoard L500-1 01-Oct-10

15 3000 Other Saris Lumina Digital Camera 12-May-10 Worksheet with
header row

2. Select the Data tab, and locate the Sort & Filter group.
3. Click the Filter command.

e Layout Formulas Data Review View b
o {0 (Wyeor, =2 B
I} "}F‘ eapply S=8
Al Sort Filter Textto  Remove
7 Advanced | columns Duplicates
Sort & Filter Data
Je Filter {Ctrl+5Shift+L)
C Enable filtering of the selected

nologies Inc, cells.
t Detail Cnce filtering is turned on, click
the arrow in the column header to

detbook Pro choose a filter for the column.

detbook Pro
9 Press F1 for more help.
nartPad L200- . 0

1artPad L200-3 14-Aug-10 16-Aug-10  Clicking the filter command

4. Drop-down arrows will appear in the header of each column.
5. Click the drop-down arrow for the column you would like to
filter. In this example, we will filter the Type column to view

only certain types equipment.
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1011 Laptop
1012 Laptop
1021 Laptop
1022 Laptop
1023 Laptop

T]r: - .
(Showing Al fletbook Pro
[5S"EDISmartPad L200-3

15" EDI SmartPad L200-3
15" EDI SmartPad L200-3

6. The Filter menu appears.

7. Uncheck the boxes next to the data you don't want to view.
(You can uncheck the box next to Select All to quickly

uncheck all.)

8. Check the boxes next to the data you do want to view. In
this example, we will check Laptop and Projector to view

only those types of equipment.

2

A
z

z
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27

23

data

ID#E] Type B4 Equipment Detail
Sort Ato Z 0
Sort Zto A 0
Sort by Color » DO-3
Clear Filter From Type =
00-3
Filter by Color I
Text Filters » I
|Search P| ]
-] (Select All) .
Laptop ‘
|:| Other -1
RiT— 1
Camera
tal Camera
mcorder
Printer
er
| ok || cance auzlizs
op Case
4505 Other /M Heavy Rolling Laptop Case
5020 TV 32" Paragon 440 Plasma TV
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B3 Checked out K3

04-0Oct-10
29-5ep-10
15-5ep-10
14-Aug-10
08-Aug-10

B3 Checked Out EJ

04-Oct-10
29-5ep-10
15-5ep-10
14-Aug-10
08-Aug-10
26-5ep-10
04-Oct-10
19-5ep-10
24-5ep-10
25-Aug-10
05-Oct-10
01-Oct-10
12-May-10
27-Jul-10
06-Oct-10
04-Aug-10
13-Jun-10
27-Jul-10
04-Oct-10
04-Oct-10
11-Aug-10

Filtering a column

Selecting filter



Only laptops and projectors will be visible.

A

1011
1012
1021
1022
1023
1025
1031
1032
1033
1034
6100
6101
28 6102

W0 =] W | R

P B
- k=D

1D # B Type

B

Laptop
Laptop
Laptop
Laptop
Laptop
Laptop
Laptop
Laptop
Laptop
Laptop
Projector
Projector
Projector

worksheet

C

E4 Equipment Detail

10" Saris Netbook Pro
10" Saris Metbook Pro
15" EDI SmartPad L200-3
15" EDI SmartPad L200-3
15" EDI SmartPad L200-3
15" EDI SmartPad L200-4X
17" Saris X-10 Laptop
17" Saris X-10 Laptop
17" Saris X-10 Laptop
17" Saris X-10 Laptop
Omega Visx 1.0

Omega Visx 1.0

Omega Visx 1.0
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9. Click OK. All other data will be filtered, or temporarily hidden.

D

Equipment Log — Ragnar Technologies Inc.

B3 Checked Out EJ

04-Oct-10
29-5ep-10
15-5ep-10
14-Aug-10
08-Aug-10
26-5ep-10
04-Oct-10
19-5ep-10
24-5ep-10
25-Aug-10
28-5ep-10
26-5ep-10
22-Aug-10

Filtered

Filtering options can also be found on the Home tab, condensed
into the Sort & Filter command.

To Add Another Filter:
Filters are additive, meaning you can use as many as you need to
narrow down your results. In this example, we will work with a
spreadsheet that has already been filtered to display only laptops
and projectors. Now we will display only laptops and projectors

that were checked out during the month of August.

1. Click the drop-down arrow where you would like to add a
filter. In this example, we will add a filter to the Checked Out
column to view information by date.

2. Uncheck the boxes next to the data you don't want to
view. Check the boxes next to the data you do want to view.
In this example, we will check the box next to August.



ITEC106-Excel 2010 Lecture Notes

3 1011 Laptop
-4 1012 Laptop
~ 3 1021 Laptop
b 1022 Laptop
7 1023 Laptop
-8 1025 Laptop
-3 1031 Laptop
10 1032 Laptop
11 1033 Laptop
12 1034 Laptop
126 6100 Projector
27 6101 Projector
28 6102 Projector
23 6200 Projector
30 6301 Projector
31 6302 Projector
32
33
34
35
filter data

17" S
17" 5
17" S
17" 5
Ome
Ome
Ome
Saris
Saris
Saris

Sort Mewest to Oldest
Sort by Color

Filter by Colar

Date Filters

|Search (All)

----- (W] (Select Al

=-[m 2010

2B August
-- eptember

-] October

] [ Cancel

101-Oct-10
'16-Aug-10
'15-Aug-10
104-Oct-10

| 26-5ep-10
' 27-Aug-10
101-Oct-10
27-5ep-10
'23-Aug-10
04-Sep-10

15-5ep-10

Selecting

3. Click OK. In addition to the original filter, the new filter will be
applied. The worksheet will be narrowed down even further.

B Equipment Log — Ragnar Technologies Inc.
E{ Equipment Detail

2 [vEd ~ B
b 1022 Laptop
7 1023 Laptop

12 |1034 Laptop

28 |6102 Projector
32

15" EDI SmartPad L200-3
15" EDI SmartPad L200-3
17" Saris X-10 Laptop
Omega VisX 1.0

Worksheet with two filters

To Clear a Filter:

1. Click the drop-down arrow in the column from which you
want to clear the filter.
2. Choose Clear Filter From...

14-Aug-10
08-Aug-10
25-Aug-10
22-Aug-10

B3 Checked Out B4 Checked In

16-Aug-10
15-Aug-10
27-Aug-10
23-Aug-10

XS
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A B C D E
1
M 1D it B Type Equipment Detail B3 Checked Out Ef Checked In
6 1022 Laptop 15"E %) Sort Oldest to Newest 16-Aug-10
7 (1023 Laptop 15"E %| sort Newest to Oldest 15-Aug-10
12 1034 Laptop 17"5 Sort by Color p | 27-Aug-10
28 6102 Projector Ome 23-Aug-10

32

33 o
34 Date Filters L4

‘§x  Clear Filter From "Checked Qut” I},

35 |Search (Al Pl

36 [ (Select Al

37 - 2010

38 -- August
EI ([ ] September

(-] October )

40 Clearing

a filter

3. The filter will be cleared from the column. The data that was
previously hidden will be on display once again.

To instantly clear all filters from your worksheet, click
the Filter command on the Data tab.

Advanced Filtering

To Filter Using Search:

Searching for data is a convenient alternative to checking or
unchecking data from the list. You can search for data that
contains an exact phrase, number, or date, or a simple
fragment. For example, searching for the exact phrase "Saris
X-10 Laptop" will display only Saris X-10 Laptops. Searching
for the word "Saris," however, will display Saris X-10 Laptops,
and any other Saris equipment, including projectors, digital
cameras, and more.

1. From the Data tab, click the Filter command.
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2. Click the drop-down arrow in the column you would like to
filter. In this example, we will filter the Equipment Detalil
column to view only a specific brand.

3. Enter the data you would like to view in the Search box. We
will enter the word "Saris" to find all Saris brand equipment.

The search results will appear automatically.
A B C D

Equipment Log — Ragnar Technologies Inc.

1
M 1D # B Type  Bd Equipment Detail B3 Checked Out E3
3 1011 | %) SortAtez 04-Oct-10
4 1012 |%]| sorZtoa 29-Sep-10
5 1021 sort by Color ¥ 15-5ep-10
6 1022 ‘-': Claar Filvar Eraom “Eauinment Mata 14—Al.|g—1ﬂ
7 11023 N | |08-Aug-10
8 1025 T 26-5ep-10
i 3
9 1031 Text Eilters 04-Oct-10
10 |1032 sarig | %||19-Sep-10
11 |1033 T 1w (Select All Search Results) 24-5ep-10
12 (1034 -[_| Add current selection to filter 25-Aug-10
13 2050 [+ 10" Saris Metbook Pro 05-0ct-10
-[w] 17" Saris X-10 Laptop
14 2051 -[w] Saris Lumina Digital Camera 01-Oct-10
15 3000 || Saris Lux T-80 12-May-10
16 2005 [ Saris Lux T-81 Lite 27-1ul-10
17 3070 [+ Saris Zoom Z-60 Digital Camera 06-0ct-10
—[w| U-Go Saris DigiCam Printer II
18 3800 —[w| U-Go Saris Label Maker 04-Aug-10
19 3900 13-Jun-10
20 (4800 [ = ] [ — ] 27-ul-10
21 4900 04-Oct-10
22 4905 Other 7N Heavy Rolling Laptop Case  04-Oct-10 Entering a search

4. Check the boxes next to the data you want to display. We
will display all the data that includes the brand name Saris.

5. Click OK. The worksheet will be filtered according to your
search term.
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A B C D
ID#EJ Type B4 Equipment Detail Ej4 Checked out EJ
1011 Laptop 10" Saris Metbook Pro 04-Oct-10
1012 Laptop 10" Saris Netbook Pro 29-Sep-10
1031 Laptop 17" Saris X-10 Laptop 04-Oct-10
1032 Laptop 17" Saris ¥-10 Laptop 19-Sep-10
1033 Laptop 17" Saris X-10 Laptop 24-5ep-10
1034 Laptop 17" Saris ¥-10 Laptop 25-Aug-10
3000 Other Saris Lumina Digital Camera 12-May-10
3005 Other Saris Zoom Z-60 Digital Camera 27-Jul-10
3800 Other U-Go Saris DigiCam Printer Il 04-Aug-10
3900 Other U-Go Saris Label Maker 13-Jun-10
6200 Projector Saris Lux T-80 01-5ep-10
6301 Projector Saris Lux T-81 Lite 10-5ep-10
6302 Projector Saris Lux T-81 Lite 08-5ep-10

Worksheet

filtered using Search

To Use Advanced Text Filters:
Advanced text filters can be used to display more specific
information, such as cells that contain a certain number of
characters, or data that does not contain a word you specify. In
this example, we will use advanced text filters to hide any
equipment that is related to cameras, including digital cameras,
camcorders, and more.

1.
2.

W

From the Data tab, click the Filter command.

Click the drop-down arrow in the column of text that you
would like to filter. In this example, we will filter the
Equipment Detail column to view only certain kinds of
equipment.

. Choose Text Filters to open the advanced filtering menu.
. Choose a filter. In this example, we will choose Does Not

Contain to view data that does not contain the text we
specify.



Ed Checked Out B Checked In E3

B C
sient Log — Ragnar Technologies Inc.
M Type EBd Equipment Detail
3 ||3] somAtez
4 ||2] sortztoa
35 sort by Color 3
6 ¥ | Clear Filter From "Equipment Detail
7
Filter by Color b
8
9 Text Filters b
10 |Sea rch P|
11 [ (Select All) -
12 -[+#] 10 Saris Netbook Pro
13 [+ 15" EDI SmartPad L200-3
-[+#] 15" EDI SmartPad L200-4%
- --[+#] 17" Saris ¥-10 Laptop
15 [+ 32" Paragon 440 Flasma TV
15 -[+#] 50" Paragon 490L LCD TV
17 —[+#] M Deluxe Camera Travel Bag
-[+#] M Heawy Roling Laptop Case
18 -[+#] T Light Ralling Laptop Case 1
19 M3l e - e~ 1 ree a
20 | ok || cancel
21
22 Other 7N Heavy Rolling Laptop Case
text filter
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D E

04-Oct-10
29-5ep-10
15-5ep-10 01-Oct-10
14-Aug-10 16-Aug-10
08-Aug-10 15-Aug-10
6 Con AN NA MR AR
Equals...
Does Mot Equal...
Begins With... D
Ends With... 0
Contains... ;
Does Mot Contain... 0
Custom Filter... 0
06-Oct-10
04-Aug-10 05-Aug-10
13-Jun-10 20-Jun-10
27-1ul-10 06-Aug-10
04-Oct-10
04-Oct-10

5. The Custom AutoFilter dialog appears.
6. Enter your text to the right of your filter. In this example, we
will enter "cam" to view data that does not contain those

letters. That will exclude any equipment related to cameras,

such as digital cameras, camcorders,camera bags, and the

digicam printer.

Selecting a

Pr—
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L

F B
Custom AutoFilter m
Show rows where:
Equipment Detail
does not contain Izll Imm IEI
|§| End I:::I Or .
IUse ? to represent any single character
Ilse * to represent any series of characters
[ Ok ] ’ Cancel ]
JEntering filter text

7. Click OK. The data will be filtered according to the filter you
chose and the text you specified.

To Use Advanced Date Filters:

Advanced date filters can be used to view information from a
certain time period, such as last year, next quarter, between two
dates, and more. Excel automatically knows your current date and
time, making this tool very easy to use. In this example, we will
use advanced date filters to view only the equipment that has
been checked out this week.

1. From the Data tab, click the Filter command.

2. Click the drop-down arrow in the column of dates that you
would like to filter. In this example, we will filter the Checked
Out column to view only a certain range of dates.

. Choose Date Filters to open the advanced filtering menu.
. Click a filter. We will choose This Week to view equipment
that has been checked out this week.

W
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s iagnar Technologies Inc.
M Equipment Detail B3 Checked Out B Checked In EJ By Whom
3 Sort Oldest to Mewest lay Peralta
4 10"S %] sort Newest to Oldest | August Zorn
5 15" Sort by Color » |01-Oct-10  Sofie Ragnar
i s ¥ | Clear Filter From "Checked Out _lﬁ—Aug—lﬂ Hank Sorenson
7 |15" 15-Aug-10 lennifer Weiss
i Filter by Caolar P .
8 15" _ MOt Min Saung
g 17" Date Filters 4 Equals...
10 17" Search (All) Pl Before... r
11 (17" 7] (Select All) After.., asta
12 17" EI--ZUllIJ Between... L
13 |EDI & P May lell
i -] June Tomorrow -
14 EDI oy o _
- : oday
15 |5aris .. August lyen
1'5 Sari cl __ SEptember ?Esterﬂay
17 Om F&)-[#| October Next Week
18 |U-Gc This Week b an
19 |U-Gc Last Week |
20 7N D
— | ok || cancel Next Month i
21 7N . I
22 7N Heavy Holling Laptop Case  04-Oct-10 This Month |

Selecting a date filter

5. The worksheet will be filtered according to the date filter you

chose.

s iagnar Technologies Inc.
¥ Equipment Detail
10" Saris Netbook Pro
17" Saris X-10 Laptop
EDI SmartBoard L500-1

B3 Checked Out Ef Checked In Ef By Whom

Worksheet filtered by date

Omega PixL Digital Camcorder
7N Light Rolling Laptop Case
7N Heavy Rolling Laptop Case

04-Cct-10
04-Cct-10
05-Oct-10
06-Cct-10
04-Cct-10
04-Cct-10

06-Oct-10

Jay Peralta
Mick Ortiz
Anthony Liddell
Min Seung
Jay Peralta
Mick Ortiz
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To Use Advanced Number Filters:

Advanced number filters allow you to manipulate numbered data
in many different ways. For example, in a worksheet of exam
grades, you could display the top and bottom numbers to view the
highest and lowest scores. In this example, we will display only
certain kinds of equipment based on the range of ID #s that have
been assigned to them.

1. From the Data tab, click the Filter command.

2. Click the drop-down arrow in the column of numbers that
you would like to filter. In this example, we will filter the ID #
column to view only a certain range of ID #s.

3. Choose Number Filters to open the advanced filtering
menu.

4. Choose afilter. In this example, we will choose Between to
view ID #s between the numbers we specify.
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A B C D E
B Equipment Log — Ragnar Technologies Inc.
ID#E] Type B Equipment Detail B4 checked Out B Checked In

A

74 Sort Smallest to Largest 04-Cct-10
2} sort Largest to Smallest 29-5ep-10

sort by Color 3 15-5ep-10 01-Cct-10

¥ | Clear Filter From "ID # 14-Aug-10 16-Aug-10

- | 08-Aug-10 15-Aug-10

ilter by Color :

- . A-Oct-10
Mumber Filters » Equals... I
|Search pl Does Mot Equal...

[ (Select All) - Greater Than... 5ep-10
1011 Greater Than Or Equal To... Aug-10
-0 1012 Oct-10
[+ 1021 Less Than... L
-l 1022 Less Than Or Equal Ta... [Oct-10
[+ 1023 Betur May-10
etween... -
[+ 1025 = I} Aug-10
[ 1031 Top 10... I
-] 1032 -
1033 i Above Average _Aug— 10
e Below fAverage _Jun-1(.'l
[ oK ] [ Cancel ] Custom Filter... Aug-10
2274505 Other 7N Heavy Rolling Laptop Case  04-Oct-10
23 5020 TV 32" Paragon 440 Plasma TV 11-Aug-10 13-Aug-10 Selecting

a number filter

5. Enter a number to the right of each filter. In this example,
we will view ID #s greater than or equal to 3000, but less
than or equal to 4000. That will display ID #s in the 3000-
4000 range.

Ir'Eustn:rm AutoFilter M

Show rows where;
ID#
|is greater than or equal to |ZI| ] 3000 |E| l
|§| Eﬂd |:::| Or -

|is less than or equal to |ZI| T4UUO| |Z|
LY

IUse ? to represent any single character
IUse * to represent any series of characters

ok || cancel |
g Entering filter numbers
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6. Click OK. The data will be filtered according to the filter you
chose and the numbers you specified.

A B C D
:
M ID #EfType B Equipment Detail B3 Checked Out EJ
15 3000 Other Saris Lumina Digital Camera 12-May-10
16 3005 Other Saris Zoom Z-60 Digital Camera 27-Jul-10
17 3070 Other Omega PixL Digital Camcorder 06-Oct-10
18 3800 Other U-Go Saris DigiCam Printer [ 04-Aug-10
19 3900 Other U-Go Saris Label Maker 13-Jun-10
i Worksheet

filtered by number

Challenge!
1. Open an existing Excel workbook. If you want, you can use
lesson13 file.
2. Filter a column of data. If you are using the example, filter
the Type column so it displays only laptops and "other"
equipment.

3. Add another filter by searching for the data you want. If you
are using the example, search for EDI brand equipment in
the Item Description column.

4. Clear both filters.

5. Use an advanced text filter to view data that does not
contain a certain word or phrase. If you are using the
example, display data that does not contain the word "cam."
(This should exclude any camera-related equipment, such
as digitalcameras and the camcorder.)

6. Use an advanced date filter to view data from a certain time
period. If you are using the example, display only the
equipment that was checked out last month.

7. Use an advanced number filter to view numbers less than a
certain amount. If you are using the example, display all ID
#s below 3000.
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Lesson14-Formatting Tables

Introduction

| Mormal

Doog JE

To Format Information as a Table:
1. Select the cells you want to format as a table. In this
example, an invoice, we will format the cells that contain the
column headers and the order details.

A B C D

1 M . Date: 11/13/10

2 0ﬁgf b t?[ ] 0 Invoice #: 145-10
2 .E'u HT | SA N P.&ST.& | H I'I'I 0 | 'E E Customer: Café Aurora

4 |Quantity Description Unit Price Line Total
5 5 Fettuccini, Black Bean Flavor 512.00 560.00
b | 7 Fettuccini, Sundried Tomato Flavor $10.00 570.00
7 9 Fettuccini, Thai Basil Flavor 510.00 590.00
8 6 Penne, Roasted Red Pepper Flavor 514.00 584,00
9 3 Penne, Massaman Curry Flavor $14.00 $42.00

10 4 Penne, Wild Mushroom Flavor 515.00 M S{iﬂ.m_

11

Selecting cells to format as a table
2. Click the Format as Table command in the Styles group on
the Home tab.
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ij ﬁ Mormal | Bad
Conditional Fnrmatl’\‘§‘| Calculation | m
Formatting = as Table =

Styles

Format as Table

H Quickly format a range of cells and L
convert it to a Table by choosing a
pre-defined Table Style.

Format as Table command

3. A list of predefined table styles will appear. Click a table
style to select it.

% ﬁ | Mormal | Bad Good Neutral
onal | Format |Ca|cu|atinn | Check Cell Explanatory ... |Input
ing ~|as Table =

Light

——— - - ___§____|

= E=E=E= Selecting

a table style

4. A dialog box will appear, confirming the range of cells you
have selected for your table. The cells will appear selected in
the spreadsheet, and the range will appear in the dialog box.

5. If necessary, change the range by selecting a new range of
cells directly on your spreadsheet.

6. If your table has headers, check the box next to My table
has headers.
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A
o Date: 11/13/10
Mongibello involoe # 145-10
ﬁH”SA-‘ Pnﬂuﬂnﬂu | Nlllllﬂ | [E Customer: Café Aurora

Line Total
560.00

5 Fettuccini, Black B

3
4
=N
b 7 Fettuccini, Sundri S70.00
7 9 Fettuccini, Thai B $90.00
8 6 Penne, Roasted R My table has headers $84.00
9 3 Penne, Massaman 542,00
10| 4 Penne, Wild Mush| [ oK ] [ Cancel ] n $60.00
11

Creating a table

7. Click OK. The data will be formatted as a table in the style
that you chose.

A B C D
1 M . Date: 11/13/10
2 nglﬁ 8//0 Invoice #: 145-10
3 .&HT | SAJ P.&ST.‘E\ | H 1|'| 'D | 'E E Customer: Café Aurora
4 |Quantity| ~ | Description - |Unit Price |~ |Line Total |~
5 5 Fettuccini, Black Bean Flavor 512.00 560.00
] 7 Fettuccini, Sundried Tomato Flavor 510.00 570.00
7 9 Fettuccini, Thai Basil Flavor 510.00 590.00
8 & Penne, Roasted Red Pepper Flavor 514.00 584.00
g 3 Penne, Massaman Curry Flavor 514.00 542,00
10 4 Penne, Wild Mushroom Flavaor 515.00 $60.00,
11

Data formatted as a table

Tables include filtering by default. You can filter your data at any
time using the drop-down arrows in the headerTo convert a table
back into "normal” cells, click the Convert to Range command in
the Tools group. The filters and the Design tab will then
disappear, but the cells will retain their data and formatting.
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Modifying Tables

To Add Rows or Columns:
1. Select any cell in your table. The Design tab will appear on

the Ribbon.
2. From the Design tab, click the Resize Table command.
Table Name: id| Summarize with PivotTable
Tablel E'a Femove Duplicates
«] Resize Table hﬁ Convert to Range

Properties Tools

:

Resize Table

Resize this table by adding or
removing rows and columns,

Lviongiello

Resize Table command

-

3. Directly on your spreadsheet, select the new range of cells

that you want your table to cover. You must select your
original table cells as well.

A
1 M . Date: 11/13/10
2 ngzb 8//0 Invoice #: 145-10
3 .'!'u H? | Sﬂ\ P.E'.ST.'!H | H V 1::' | *: E Customer: Café Aurora
4 Il:luantit'f 'a_DescriptiDn i > Line Total |~ |
5 5 Fettuccini, Blag Resize Table $60.00)
? i ; i:ﬁﬁzz:::' _?_E Select the new data range for your table; i;gﬁi
1 . — RLILN
2 E & Penne, Roastel $Ap: 4D 14 - i $E4.DD:
" ! Mote: The headers must remain in the same row, '
9 3 Penne, Massa and the resulting table range must overlap 5420'0:
10} 4 Penne, Wild J SElLsaieans $60.00!
11 | .
12, E
13 ! E
L U U SO e :
15

Selecting a new range of cells

4. Click OK. The new rows and/or columns will be added to
your table.

R
A\S
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B B C D
1 M c Date: 11/13/10
2 ﬂﬁgﬂb € ffﬂ Invoice #:  145-10
3 .'“4HT|5¢1 P.&ST& | H V |::' | |: E Customer: Café Aurora
4 |Quantity| = | Description ~ | Unit Price |~ |Line Total |~
5 5 Fettuccini, Black Bean Flavor 512.00 560.00
6 7 Fettuccini, Sundried Tomato Flavor 510.00 570.00
7 9 Fettuccini, Thai Basil Flavor 510.00 590.00
8 6 Penne, Roasted Red Pepper Flavor 514.00 584,00
9 3 Penne, Massaman Curry Flavor 514.00 542.00
10 4 Penne, Wild Mushroom Flavor 515.00 560.00
11
12
13

et
F
e

15
After adding new rows

To Change the Table Style:
1. Select any cell in your table. The Design tab will appear.
2. Locate the Table Styles group. Click the More drop-down
arrow to see all of the table styles.

Table Styles h

More
H | i K L 11| Choose a visual style for the table.

The More drop-down arrow
3. Hover the mouse over the various styles to see a live
preview.

4. Select the desired style. The table style will appear in your
worksheet.
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A B C (B]
1 Date: 11/13/10
. ongibello involce # 14510
3 .":'u F' T| S N P.E\ST.EH | H V |::' | |: E Customer: Café Aurora
4 - - - -
5 5 Fettuccini, Black Bean Flavor 5$12.00 560.00
] 7 Fettuccini, Sundried Tomato Flavor 510.00 570.00
7 9 Fettuccini, Thai Basil Flavor 510.00 5590.00
8 & Penne, Roasted Red Pepper Flavor 514.00 584,00
g 3 Penne, Massaman Curry Flavor 514.00 $42.00
10 4 Penne, Wild Mushroom Flavor 515.00 $60.00,
11

After changing the table style

To Change the Table Style Options:

When using an Excel table, you can turn various

options on or off to change its appearance. There are six
options:Header Row, Total Row, Banded Rows, First
Column, Last Column, and Banded Columns.

1. Select any cell in your table. The Design tab will appear.
2. From the Design tab, check or uncheck the desired options
in the Table Style Optlons group.

_
)

v View Developer ‘ Design

[_7_] Header Row L__] First Column ] m
[[] Total Row | Last Column T T
Banded Rows Banded Columns nlndedadmi T T T

Ble Slyie Options Table style options

Depending on the Table Style you're using, certain Table Style
Options may have a different effect. You may need
to experiment to get the exact look you want.
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Challenge!
1. Open an existing Excel workbook. If you want, you can use
lesson14 file.
2. Format a range of cells as a table. If you are using the
example, format the column headers (Quantity, Description,
etc.) and the order details.

3. Add a row or a column.

4. Change the table style options. If you are using the example,
add a total row.

5. Change the table style several times. Take note of how the
table options may appear different depending on the style
you use.



