thi in th rse material.

Learning Outcomes
e Apply table styles.

One very common task in Excel is to format a table with a particular style. The controls for table
styles are found in the Styles group of the ribbon under the Home tab.
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There are many default table styles within Excel, as shown in the screenshot below. Among
other uses, styles let you apply color schemes to tables that can make them more readable. In

order to apply a particular table style:

1. Select all the cells that belong in your table.
2. Click on the “Format as Table” button.
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3. Choose which table style to apply.
Bookl - Excel

Insert Page Layout Formulas Data Review View Foxit PDF

T 4 Calibri Yl - E==E General ) Conditional Formatting
; [ (- B I U- A A === [# Format as Table -
<t
TP E. b-pa- ==
Clipboard Font [ Alignmer —

A A B C

1 |Last Name |First Name Address

2 |Smith John 123 North|Str
3 |Doe Jane 987 West Way
4

| EREEEE EEEEE BEEEE EEEEE
9 EREEE EEEEE EEEEE EEEEE =

53

U Tell me

E"Insert v
g"‘Delete v E' P~

10 EEEEE EENEE SSSSS SSSSS S---- SEEEE SEESS
11 == R R ——__§———-= B B
12 | === T---Z TIZIZTT TTITTT TTTTTZ TTTZTZZ TZZZ/=
13_ -] - e e e o s e mm em mm em em Em e Em o e Em em Em  em em o e e
14 {# New Table Style

15

i3] MNew PivotTable Style...

Sheetl ©) i [

Select all the cells that belong in your table. Click on the “Format as Table” button. Choose

which table style to apply.

In the screenshot example, each column is a particular type of information (Last name, First
Name, Address). These are known as headers. When applying the table style, be sure to check

the box if your table has headers that you have already entered.

Practice Question




Sarah wishes 1o give an Excel table a professional look and feel. The casiest way 1o do this is 1o apply what?

() Table style

See this interactive in the course material.
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Practice Question
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Sally has transfermed a kand-written mailing list imo Excel 1o be formatted as a table, She has already labeled the first cell of her three columns “Last
MName,” “First Name,” and “Address.” When she formats her cells into a table, what will these labels represent?

(" Header

See this interactive in the course material.

Your final table would look something like the table below using the options shown in the
screenshots.
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