
EXCEL TABLES AND 
DATA MANAGEMENT



Agenda

Creating and Formatting 
Excel Tables

Using Slicers for Interactive 
Filtering

Referencing table data within 
Formulas and Functions



Creating and Formatting Excel Tables

• Excel Tables are a specific built-in object in Microsoft Excel used to manage and 
analyze data in a structured way.

Easy to create, select just one 
cell anywhere within the table, 

then click this button



Creating and Formatting Excel Tables

The exact color you choose is 
irrelevant; they all work the 

same and are easily changed 
later. Just pick one of them to 

create the Excel Table.



Creating and Formatting Excel Tables
There is now a new, context sensitive Ribbon for Excel Tables.

You will 
also notice 
our table is 

now 
colored 

according 
to the 
color 

chosen.

Filter buttons 
are 

automatically 
turned on.



Creating and Formatting Excel Tables

Give table a name (no spaces allowed). Not required for temporary tables 
but I do recommend for permanent or long-term tables

Resize the Excel table. Rarely needed but if Excel doesn’t automatically 
size you may need to use it

Create a PivotTable using this table as the data source (this will be 
covered in the Pivot Table and Pivot Chart class.



Creating and Formatting Excel Tables

Remove duplicate records within the Excel Table

Gives you an option dialog to define criteria for duplicates



Creating and Formatting Excel Tables

Convert Excel Table back to range

Insert Slicers (more on these coming up)

Turn on or off formatting options for Excel Table



Creating and Formatting Excel Tables

• Total Row – Turn on by checking the Total Row box

• A total row will now be added at the bottom of the data



Creating and Formatting Excel Tables

• You can choose the function for each column in the total row

• Note: These functions are subtotals making them respond to filtering and re-
calculate based on the filters chosen.



Creating and Formatting Excel Tables

Change table color or even create your own 
table color styles



Creating and Formatting Excel Tables

You can get more colors by choosing a different Theme or use the Colors button. This 
will change the color options available for applying to Excel Tables or Pivot Tables.



Using Slicers for Interactive Filtering

Turning Slicers on is easy. Just click the 
button and choose which fields you want 

slicers for. 

You can add more so don’t feel you need 
to check every box right now.



Using Slicers for Interactive Filtering

Slicers hover over the data 
so they can be placed 

anywhere



Using Slicers for Integrative Filtering

I usually insert a column to 
the left and dock the slicers 

in that column.



Using Slicers for Interactive Filtering

Another new context sensitive Ribbon bar



Using Slicers for Interactive Filtering

Slicer Caption at top of Slicer

Slicer Settings



Using Slicers for Interactive Filtering

Connect Slicers to reports (more on this in Pivot Tables and Pivot Charts session)

Change color of slicers



Using Slicers for Interactive Filtering

Change number of columns in slicer as well as height and 
width of slicer buttons. 

Can also change the Height and Width of slicer but this is 
easier done using grab handles when slicer is selected



Using Slicers for Interactive Filtering
Slicer Caption

Slicer Buttons

Multi-Select Button (can also hold the 
Ctrl button on the keyboard while 

clicking with your mouse)

Clear the slicer filter button



Referencing table data within Formulas 
and Functions
• =G2+I2

• =Table1[@[Gross_Bldg_Area]]+Table1[@[Main_Basement_Area]]

• Both formulas do the same thing, but the second one is much more 
readable.



Referencing table data within Formulas 
and Functions

  =Table1[@[Gross_Bldg_Area]]

Table Name Field name inside of 
Brackets []

@ symbol refers to a 
specific cell omitting it 

refers to the entire column

For the most part don’t get to hung up on the syntax, just click the cells and Excel 
will put it in the way it needs to be. 



Referencing table data within Formulas 
and Functions
• Can also manually type table references, start by typing the table name excel will 

automatically figure out that you are type a table reference.



Referencing table data within Formulas 
and Functions
• After entering or choosing the table name type an open bracket “[“ to start the 

field name, this will bring up a list of fields in the table where you can choose the 
correct one. Then end with close bracket “]”. Again, if you want to refer to a single 
cell instead of entire column add the @ inside the [ before the field name.



Contact Information

Donald LaFleur

Morton County Director of Tax Equalization

donald.lafleur@mortonnd.gov

701-667-3325

mailto:donald.lafleur@mortonnd.gov
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