

Lecture Notes
Chapter 5
Organizing Large Worksheets
Overview
In this chapter, learners will begin by exploring how to utilize templates. Next, they will learn how to manage large amounts of data and utilize different sources of data. Finally, they will gain knowledge of some of the more advanced Excel tools used for organizing data, performing calculations, and restricting data entry.
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Chapter Timing
The following table lists the estimated time to complete this chapter:
	Chapter #
	Develop Your Skills
	Self-Assessment (online)
	Reinforce Your Skills
	Apply Your Skills
	Project Grader
	Extend Your Skills
	TOTAL

	5
	2 hrs 10 mins
	20 mins
	30 mins
	30 mins
	30 mins
	1 hr 30 mins
	[bookmark: _GoBack]5 hrs 30 mins


Preparing for This Chapter
A complete installation of Microsoft Excel 2019 or 365 and an Internet connection are required for successful completion of this chapter.
A PowerPoint screen show is available to support this chapter. You can customize this file if desired.
Lecture Plan
	[bookmark: _Hlk2015182]Major Topic
	Subtopic(s)
	Notes

	Starting with a Template
	
	Discussion
· Explain why templates can save a lot of time and effort.
· Show a template to your learners, pointing out the formatting, headings, and other aspects that are in place.
· Discuss how you can use a built-in or online template or even create a custom one (in fact, you can turn any existing workbook into a template!)
Questions/Activities
· Ask: Why do you think people use templates?
· Ask: What types of workbooks can you think of that you might save as a template?
· Activity: Have learners open a template of their choice in Excel, make a couple of formatting changes, and then save it as a new template.

	Adjust View Options 
	· Freeze Panes
· Split a Window
· Change the Workbook View
	Discussion
· Discuss the problem with scrolling down or to the right to the point you can no longer see the headings.
· Demonstrate how freezing panes works.
· Explain the difference between Freeze Panes, Freeze Top Row, and Freeze First Column.
· Show how you can split a window into two halves or four quadrants, demonstrating how you can scroll through different areas of your worksheet in each split.
· Explain the different views available in Excel and the benefits of each one.
· Show learners how Page Layout allows you to see how a worksheet will print, and then show them how to change what will print on each page using Page Break Preview.
Questions/Activities
· Ask: If headings are in row 1 and column A, which cell needs to be selected to freeze all headings? (Answer: cell B2, one below the row to freeze and one to the right of the column to freeze.)
· Ask: Why might you want to split a window?
· Ask: How would you adjust the information that would print on each page of your worksheet?
· Activity: Have learners split the screen and scroll through each splint, and then select each view to see how their worksheet appears in each one.

	Organizing Data with Sorts and Filters
	· Custom Sorts
· Filters
	Discussion
· Explain how sorting and filtering are tools that help you to make sense of your data: sorting rearranges data while filtering narrows down the data shown.
· Show learners how to sort in ascending or descending order using the buttons on the Ribbon.
· Open the Custom Sort dialog box and show learners how to sort using multiple levels.
· Explain to learners that filtering only limits what data is displayed; it does not delete any data.
· Demonstrate how to filter by one and then multiple columns.
Questions/Activities
· Ask: How do sorting and filtering differ?
· Ask: Thinking of your spreadsheets, what kind of data do you have that would be nice to be able to sort? To filter?
· Activity: Have learners enter information into a column on their spreadsheet and then perform sort and filter operations on the data.

	The IF Function
	· Example: IF Function in Practice
	Discussion
· Explain how the IF function is used frequently because of how helpful it is in a variety of situations.
· Discuss how the IF function is appropriate when there are two possible answers, and how other formulas can use the IF function as their basis, such as COUNT IF, SUM IF.
· Explain what a logical test is and how it relates to an IF function. 
· Write the comparison operators up on the board and discuss the meaning of each one and how it is used in an IF function.
· Write the three arguments involved in an IF function on the board and explain how each one works.
· Give the following example to help explain the IF function to your learners: When creating an IF function, think of it as asking a question; for example, if a person sells over $5,000 in a month, they receive a $100 bonus; if not, they receive no bonus.
Questions/Activities
· Ask: What three arguments must be included in an IF function? (Answer: Criteria (Logical Test), Value if True, Value if False)
· Ask: Have learners think of examples of different times they might use an IF function. (Answers: over/under budget, receive bonus for sales, receive overtime if work over 40 hours, etc.)

	Controlling Data Entry with Data Validation
	
	Discussion
· Explain that data validation limits the possible entries that can be inserted in cells.
· Explain to learners that they would normally set up data validation rules before entering data and that they need to select the entire range to which to apply the rule.
· Discuss the difference between an input message and an error alert.
· An input message appears as a tooltip before entering any data
· An error alert offers the reason why their entry was unacceptable
· Demonstrate how to create a data validation rule, including setting up an input message and error alert.
Questions/Activities
· Ask: Why do you think it is important to have consistent, accurate data entered?
· Ask: What type of error alert might you create? (For example, “You must enter Y 
or N.”)
· Activity: Have learners select a range on their worksheet and create a data validation rule for it, including an input message and error alert. Then, have them enter data into the range to observe how the rule works when entering data.

	Printing Options 
	· Headers and Footers
	Discussion
· Discuss the adjustments that may be necessary before printing a large worksheet.
· Print Titles
· Print Area
· Page Breaks
· Scale to Fit
· Demonstrate how to create headers and footers in Page Layout view.
· Show learners how to make modifications to their headers and footers using the contextual Header & Footer Tools Design tab.
Questions/Activities
· Ask: How does Scale to Fit adjust a worksheet?
· Ask: What are aspects of your large spreadsheet that you may need to add or adjust before printing?
· Activity: Have learners switch to Page Layout view and practice creating and modifying headers and footers in their spreadsheet.

	Excel Tables
	
	Discussion
· Explain how tables help Excel users organize and analyze data.
· Discuss how tables simplify sorting, filtering, calculating totals, and formatting data.
· Demonstrate how to turn a range into a table, and then enter a formula into a table cell to show how it automatically copies the formula in that column.
· Point out how tables are formatted in alternating colors (banded rows), which make the data in the table easier to read.
· Demonstrate how to change color of the banded rows using the contextual Table Tools Design tab.
Questions/Activities
· Ask: How do you convert a range of cells into a table? 
· Ask: Where are the sort and filter options in a table? (Answer: in the header row)
· Activity: Have learners turn a range into a table and then practice using the sort and filter tools as well as changing the formatting.
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