Additional Apply Your Skills
Additional Apply Your Skills 5.1
Organize a Large Worksheet and Validate Data 
In this exercise, you will create and test data validation rules. Then you will sort a worksheet and filter by state values and filter by criteria. Finally, you will adjust and set print and viewing options.
1. Open EX19-5.1-AAYS-Members and save it as: EX19-5.1-AAYS-Members v2
Adjust the column widths to fit the widest entry.
Create these data validation rules:
· Range A2:A89: Limit whole numbers to less than 1500 and include an appropriate alert message.
· Range F2:F89: Require the number of characters to equal 2 and include an appropriate alert message.
Enter this data at the bottom of the list: 
	
	Row 86
	Row 87
	Row 88
	Row 89

	Member ID
	999
	1001
	1006
	1234

	First Name
	Liza
	Amy 
	Jeffrey
	Richard

	Last Name
	Gottfried 
	Kent 
	Harbaugh
	Kelly

	Mailing Address
	P.O. Box 876
	345 Fairlawn Rd.
	780 Ralston Rd.
	90 Rivermont Ave.

	City
	Corvallis
	Topeka 
	Arvada
	Lunchburg

	State
	OR
	KS
	CO
	PA

	Zip Code
	97330
	66614
	80002
	24503

	Phone Number
	(541) 555-8341
	(785) 555-4090
	(303) 555-8876
	(804) 555-2010


Sort the worksheet rows by last name then by first name in A to Z order.
Filter by selection to display all records containing CA in the State column.
With the CA filter still in place, filter again to show only records in the 415 area code.
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Remove both filters.
Use a custom AutoFilter to show all members who live in a state where the name begins 
with W.
[bookmark: _GoBack][image: ]
Remove the filter.
Use a custom AutoFilter to show rows where the Member ID is less than or equal to 25.
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Remove the filter.
Create a center footer for the page numbers then return to Normal view.
Freeze row 1 so it remains on the screen when scrolling down.
Preview the worksheet and scroll through the pages
The last two columns don’t fit on the page.
Scale the worksheet to fit on one page wide and two pages long.
Set the headings in row 1 to print at the top of both pages.
Save and close the file.
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