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How to Create a Table in Excel 
MS Excel allows you to create tables from any range of related data within in a worksheet.  A table is 

a collection of data called records, records contain information about one or more employees, 

products or even accounting details depending on the information within the workbook.    

Step 1: Opening the workbook. 
1. Open MS Excel. 

 

 

                                                  Figure 1: Excel Icon 

2. Locate and open the Workbook. 

 

 

 

Figure 2: Workbook 

3. Workbook opened in MS Excel. 

Figure 3: Data within Workbook 

4. Data Range. 

 

 

 

 

 

 

 

Please note: for this example, I created a file called Creating 

Tables.  
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Step 2: Creating the Table. 
5. Click anywhere within the Data Range. 

Figure 4: Selecting cell. 

6. Click Insert. 

Figure 5: Inserting Table 

7. Click Table. 

 

8. A pop-up window will appear. 

 

 

 

 

 

Figure 6: Creating Table 
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9. You will see our data range in the text box. 

 

 

 

 

     Figure 7: Table Headers 

10. Check the My table has headers if not already done. 

 

11. Click OK when done. 

 

 

 

 

 

Figure 8: OK Button 

 

12. Excel now creates a table and will apply a table style. 

Figure 9: Completed Table 
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