
Excel Chapter 4: Organizing 
Large Amounts of Data



Learning Objectives

 After studying this chapter, you will be able to:

Start a workbook from a template

 Import and export data

Change worksheet view options

Sort and filter data

Create IF functions

Apply data validation rules

Use the Scale to Fit options

Create and modify tables
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Starting with a Template

 Default template is Excel Workbook

 Choose from online collection

 Create your own custom template

Worksheet structure, formatting, and formulas are in place in 

template.



Importing and Exporting Data

 Create CSV (Comma Separated Value) file to export 

to other programs

 Use Save as Type option

 Import and export between Word, Excel, Access, 

accounting, and data software
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Adjust View Options for Large Worksheets

 Freeze Panes 

 Split a Window

 Change Views
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Sort and Filter to Organize Data 
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 Using Sort and Filter

Sort by multiple columns in 

ascending or descending 

order

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

Create custom filters



Perform Advanced Calculations

 All functions have a name and required arguments

 Using the IF Function

Determines a value for a formula with two possible 

outcomes; one if the value is True and another if False 

Contains three function arguments:
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Controlling Data Entry with Data Validation

 Helps ensure data is consistent and accurate

Criteria is set for cells to 

limit possible entries

 Input Messages show 

what is acceptable before 

data is entered

Error Alerts inform user 

why the entry was unacceptable
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Printing Options for Large Worksheets

 Large worksheets may need adjustments made 

before printing

 Printing a large worksheet

Use preview to view how the worksheet will print

Scale to fit the worksheet on a specific number of pages

Set to print column headings on each page

Adjust page breaks

Set a print area

 Add a header or footer
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Create Tables

 Organize and analyze related data easier

 Header row contains menu 

button to sort or filter data

 Banded rows are alternating

colors

 Entering a formula in one 

cell automatically copies 

the formula to other cells in that column
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