
Excel Chapter 5: Organizing 
Large Worksheets



2

Learning Objectives
 After studying this chapter, you will be able to:

Create a template

Start a workbook from a template

Change worksheet view options

Sort and filter data

Create IF functions

Apply data validation rules

Use the Scale to Fit printing options

Create and modify tables
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Starting with a Template
 The default file type is Excel Workbook. When creating 

a template, change the file type to Excel Template.

 You can choose from an online collection of templates.

 You can create your own custom template.

Worksheet structure, formatting, and formulas are provided in a 
template, you just need to add your own data!



Adjusting View Options

 Freeze Panes 

 Split a Window

 Change the 
Workbook 
View4



Sort and Filter to Organize Data 
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 Useful when working with large amounts of data

 Basic sort: one column
Use Ribbon commands.

 Custom sorts
You can sort by multiple columns in ascending or 

descending order.



Sort and Filter to Organize Data 
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 Filters
You can choose which data to show and hide.

You can filter by text or numbers.

Filter out data you don’t want by unchecking columns.

You can create custom filters.



Applying Sort and Filter to Data
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A customer list with 
no sort or filter 
applied.

A customer list 
sorted by Country 
and then Customers.

A customer list 
filtered to show 
only customers 
in the USA.



The IF Function
 This IF function is used frequently due to its 

usefulness.

 It allows you to determine the value to enter in a cell 
based on the outcome of a logical test.

 IF function logical tests use comparison operators.
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Example: IF Function in Practice
Use it when there are two possible outcomes and 
definite criteria to determine each one.
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Example:

Sales reps will earn a $100 bonus if they achieve $5,000 sales on a month. 



Controlling Data Entry with Data Validation

 This helps ensure data is consistent and accurate.
Criteria is set for cells to limit possible entries.

 Input Messages show acceptable entries before entered.

Error Alerts inform user why the entry was unacceptable.
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First, choose the 
type of data to allow.

Then set the criteria 
for the data.

Input Messages and 
Error Alerts can be 
set on these tabs.



Printing Options for Large Worksheets
 Large worksheets may need adjustments before 

printing.

 There are various printing options for a large worksheet.

 You can add a header or footer using a contextual tab.
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Excel Tables
 They help you organize and analyze related data easier.

 The header row contains menu buttons to sort or filter data.

 Banded rows can be added or removed, and colors can be 
modified.

 Entering a formula in one cell automatically copies the 
formula to others in the column.
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The same data before and after a table is inserted.
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