Lecture Notes
Chapter 11
Working with Tables
Overview
In this chapter, learners explore tools to use with tables in Excel and discover the advantages of creating tables. They will also learn to create formulas using structured references and how to insert sparklines for simple data trend analysis.
Chapter Topics
	Working with Tables
Insert and Delete Table Rows and Columns
Calculated Columns
Apply a Sort or Filter
	Special Table Features
Table Name
Header Row
Table Style Options
	Structured References
Formulas with Structured References

	Creating Sparklines
	
	


Chapter Timing
The following table lists the estimated time to complete this chapter:
	Develop Your Skills
	Self-Assessment (online)
	Reinforce Your Skills
	Apply Your Skills
	Project Grader
	Extend Your Skills
	TOTAL

	1 hr 10 mins
	20 mins
	30 mins
	30 mins
	1 hr 30 mins
	1 hr 30 mins
	5 hrs 30 mins


Preparing for This Chapter
A complete installation of Microsoft Excel 2019 and an Internet connection are required for successful completion of this chapter.
[bookmark: _GoBack]A customizable PowerPoint presentation is available to support this chapter.
Lecture Plan
	Major Topic
	Subtopic(s)
	Notes

	Working with Tables
	· Insert and Delete Table Rows and Columns
· Calculated Columns
· Apply a Sort or Filter 



	Discussion
· Share that in Excel, tables are comprised of a group of related data within a defined range.
· Show how formatting data as a table enables use of the table features such as creating advanced formulas and analyzing data.
· Explain that data is handled independently from other data on the worksheet when in one or more tables.
· Demonstrate how you can insert rows in the middle or at the bottom of a table without affecting the rest of the worksheet.
· Explain that you use the Delete command on the Table Tools tab to delete columns or rows.
· Explain that when entering a formula in a table cell, it automatically becomes a calculated column.
· Point out that formulas are copied down the column automatically—the same goes for updating.
· Point out that tables automatically display filter buttons in the table’s first row to use for sorting and filtering data.
Questions/Activities
· Ask: How can you insert a row in a table?
· Ask: What happens to the remaining worksheet data when you insert or delete a row or column in a table?
· Activity: Have learners convert a range to a table and practice working with it.

	Special Table Features
	· Table Name
· Header Row
· Table Style Options
	Discussion
· Display a table and then discuss the special features: naming a table, the header row, and saving time using a table style.
· Point out the default table name is Table1, but that it can be renamed in the Properties group to make it easier to use in a formula.
· Share that table names cannot contain spaces but may have underscores.
· Explain that each table should have its own header row at the top to provide a label for each column, and share that the header rows always remain visible even when scrolling.
· Discuss the symbols to avoid when naming each column heading.
· Demonstrate how to use the table resize handle to add and remove columns and rows.
· Demonstrate the style options that can be checked or unchecked for a table.
Questions/Activities
· Ask: What is one of the advantages of using a table in Excel?
· Ask: What appears on the header row with the column label?
· Activity: Using the table in the workbook from the previous section, have learners name the table, work with the header row, and experiment with the style options.

	Structured References
	· VIDEO: “Creating Formulas with Structured References”
· Formulas with Structured References
	Discussion
· Explain that a structured reference is created when you use a formula with cell or range references to data contained in a table.
· Share that structured references adjust automatically when new rows or columns are added, and that structured reference names used in a formula are updated automatically if you rename a column or table.
· Show the “Creating Formulas with Structured References” video and then discuss the information in it:
· Creates an AutoSum structured reference in an existing table
· Creates an AVERAGE function structured reference
· Creates a Grand Total structured reference
· Explain that the best method for creating a structured reference is to point-and-click instead of typing it all (which is more likely to lead to mistakes in the formula).
Questions/Activities
· Ask: What makes the references used in a formula become structured references?
· Ask: What is added to a structured reference formula when you point-and-click?
· Ask: What happens if you change a column name that is part of a structured reference? 

	Creating Sparklines
	
	Discussion
· Explain that inserting a sparkline is a way to visualize the data trend of a column or row.
· Show that a sparkline appears as a miniature chart in a blank cell.
· Demonstrate that the sparkline is updated automatically if the data on which it is based changes.
· Discuss the different types of sparklines: Line, Column, and Win/Loss.
Questions/Activities
· Ask: What do sparklines represent? (Answer: a data trend for one row or column)
· Activity: Give learners some time to experiment with the different sparkline types.
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