Creating and Using an Excel Table

Overview of Excel 2007 tables

In earlier Excel versions, the organization of data in tables was referred to as an Excel database or list. An
Excel table is not to be confused with a data table, a range of cells that shows the results of substituting
different values in one or more formulas. An Excel table typically contains related data in rows and col-
umns. Each row has the complete informationa about each person or entity, and each column represents
a category of that information, such as name, address, city, etc.

Notes on Creating an Excel 2007 Table

When you create an Excel table, create only one on a worksheet. Create a header row for the table. Sepa-
rate the header row from the worksheet title, if it has one, by at least one blank row. Avoid blank rows
and columns within the table. However, there can be individual blank cells in a list. It is best to separate
column calculations (if there are any) by using one blank row between the list and the calculations. Sepa-
rate the table from other worksheet data by including blank columns and blank rows between the table
and other data on the worksheet.
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Do a Print Preview

1. Click the View tab on the Ribbon.

2. In the WorkBOOK VIEWS group, select PAGE BrReak PreviEw. (See picture below.)

3. You will see dotted lines that indicate where the page break occurs

4. In the preview, note that there is only one column (L) that is at \_l il LIl Page Break Preview
the right of where the page break will occur. 1] Custom Views

5. Place your cursor on that dotted vertical line. Mormal| Page

6. When your cursor becomes a double-headed cursor over the Layout - Fu”__s R
vertical line, drag that dotted line to the right of the column. Workbook Views
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The Batter Register 1900-2006 !
A miscellanecus list of some of the better baseball players during the 20th and 21th centuries and their battef statistics.
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8. In the screen picture above, note the dotted print preview line that is between the K and L columns.
When you have moved that line to the right of the L column, you have brought your table within the
margins of your page. Excel reduced the size of the Excel material by 5 percent to make it fit.

9. In the WorkBOOK VIEWS group, click NORMAL.

Use the Page Setup dialog

1. The Pace Lavour tab of the Ribbon and the
PaGE SETUP group are shown in the screen  [*€™ | Fagelayout [ Formulas — Data  Review  View
picture at the right. . — =] =l

2. Click the Down PoINTING arrow at the right rill Ij L@ == ;j
end of the PAGE SETUP bar to open the Page | Margins Crientation Size  Print  Breaks Background Print
tab of the PaGe Serup Dialog box. N N TP A:: T T't'“ﬁ

3. The file was set up in LANDscaPE (the wide Sl

orientation). On this dialog, you also have
the choice of PortraIT (the tall orientation). This table is too wide to fit on a page in PORTRAIT orienta-
tion, so the choice was LANDSCAPE.

4. Note that the scaling is now set to 95%. It was originally set at 100%, but when the adjustment was
made in PRINT PreVIEW, the program automatically adjusted the scaling.

5. The letter size of 11 x 8.5 inches is the default paper size (for landscape orientation).
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Do Page Margins

1.

Click on the MarGINs tab of the PaGe SeTup
dialog.

The Marains dialog is illustrated at the right.
Notice the margin settings. The top and bot-
tom margins are set at 0.75 inch with the
Header and Footer settings at 0.3 inch. The left
and right margins are set at 0.7 inches, and you
can adjust these settings a little. Between your
ability to set the scale, as well as margins, you
should be able to manage your spreadsheet
printouts without much trouble.

You also have the options to center your print-
out on the page horizontally or vertically.

Do Headers and/or Footers

1.

On the Pace Setup dialog, click on the HEADER/
FooTer tab. See an illustration at right.

Click the Down Arrow below the Header area,
and look at the choices you are offered for a
header. If you do not see any built-in header
you want, click the Custom Header button.

A Header dialog displays with instructions for
filling in text, page number, date, time, and
other information. A custom header provides
three edit boxes: left section, center section, and
right section.

Just below (center right) is the dialog for the
custom header. It provides information about
filling in the sections for a header.

You may not want any header, but you may
want a footer. If you have a very long list, one
that will print on several pages, you will want to
number your pages in a footer.

One of the standard footers on the list that is
provided when you click the down-pointing
arrow at the right of the Footer box, is

Page 1 of ?. The actual page number of each
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[ Align with page margins
Options
ok || cancel |

page will replace the 1 and the total page numbers will replace the ?.
The custom footer dialog is similar to the custom header dialog.
When you have completed your header and/or footer settings, click the OK button at the Header/

Footer dialog.

Using the custom header and/or footer dialog

The text button (with the letter A) allows you to format any text you have entered in a custom header or
footer. You select the text and then click on the text button.

The page number button inserts at the insertion point a code that will produce a page number.

The number of pages button inserts at the insertion point a code that produces the total number of
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pages of the file. You may want to use the page number button and the number of pages button to
indicate the page number and the number of pages if your list is a very long one.

The date button inserts at the insertion point a code that prints the current date.

The time button inserts at the insertion point a code that prints the current time.

The file path button inserts at the insertion point a code that prints the name of the file.

The tab name button inserts at the insertion point a code that prints the name of the spreadsheet tab.
The insert picture button inserts at the insertion point a code that prints a picture.

The format picture button formats your picture.

Do the Sheet Setup

The sheet setup is to be done when you have Page | Margns | Header/Footer || Sheet |
finished entering de_lta into your tabl'e. If.you h.ave prit area: [asiL356
more work to do with your table, skip this section || prie tities
and return to it when ready to print. Rows torspest sttop:  [$1:94 e
Colurng bo repest at left:
Click on the Sheet tab of the Pace Setup dialog. Prirt
The spreadsheet table provided with this lesson Gridines Copments: | None)
will print on more than one page. You will want L Ehack and white Collasrons as: |dsplayed
your column or row titles (labels) to print on each L] Draft gualty
] Riower andd columnn beadings
page:
Page order
. (%) Down, then over

1. Look at the sections (there are four) on the ) Oyer, then down

sheet dialog. They are: PRINT AREA, PRINT TITLES,

PrINT, and PAGE ORDER.
2. When you select the cells in the print area, you

must consider whether you will have rows at (e, | [PriokProven | [ gotiors. |

top and/or columns at left repeat on each page. o ] [ co )

In this table, the column labels are at the top,

and that would be the row that will print on
the top of each page.

4. To select the PRINT AREA, click on the red, white, and blue button at the right of the Print Area text box
(this minimizes the window). Then click on the upper left cell of the range you want to include in
the print area (which will not include the column labels across the top of the table), then hold down
the SuirT key, and then click on the lower right cell of the print range. When the correct print range is
shown in the text box, click on the button at the right of the text box to maximize the window.

5. Under PrINT TITLES, click on the icon at the right of the text box opposite rows to repeat at top to
minimize the window. Then select the label cells you want to repeat on each page. Click on the icon at
the right of the text box to maximize the window.

6. Under PrinT, click GRIDLINES if you want them to print.

7. Click Row AND COLUMN HEADINGS if you want column letters and row numbers to print. Usually you
will not want to select this feature.

8. Under PAGE ORDER, you can specify the order in which you want your pages to print if your spread-
sheet spans more than one page in width. This one does not.

9. When finished with filling in the information on this Sheet dialog, click OK.

Use the AutoFilter

Filtered data displays only the items that meet the criteria you specify and hides rows that you do not
want displayed. After you filter data, you can copy, find, edit, format, chart, and print the subset of filtered
data without rearranging it or by moving it.
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Filter Numbers
Formulas Data

The column information in this Excel table is
Lg'g] Connections

made up of numbers, A
\g 5T Properties
Refresh
1. Select cells C4 through L4. idrlef =2 Edit Links
On the RiBBON, on the Darta tab and in the Connections

Review Wiew Developer

%l f_-lal

r Re =||'||'|
Z saort Filter ..
"'*‘l’ \f? Advanced

Sort & Filter

SorT AND FILTER group, click the FIrTer icon.
3. The Auto Firrer has been applied to all the columns that were
selected. All the label cells of these columns show Down Arrows. |4+
Click the Down Arrow in the HoME Runs label cell.
Click to select the NumBer Firrers command. .
In the menu that appears, choose GREATER THAN.
You will see a dialog box in which you specify the number
greater than which you want the players listed. In other words,
the criteria of a greater than number of 500 will list those play-
ers along with their batting statistics who had hit more than 500
home runs.
8. Click OK. See the list of players who hit more than 500 home

runs during their career.

NG

Sort the list of players

1. Clickin cell B4 that is labeled Player.

2. Click the Sort A to Z icon.

3. Click the Filter icon which turns off the filter and returns the
data table to its original list.

Sort Smallest to Largest

Sort Largest to Smallest
Sort by Colar 3

Mumber Filters bk

(Select all)
#5132
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[

| %

[ K ] [ Cancel

Feel free to use the filter and sort commands to locate any information
which may be of interest to you.

Print the Excel table

1. Click the OrrICE icon.
Select the Print command.

3. In the PrinT D1ALOG, select ALL for the PRINT RANGE, if you want to
print out the entire table.

4. Under PRINT WHAT, select ACTIVE SHEETS.

5. Click OK to print the file.
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