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Excel Chapter 4. Organizing
Large Amounts of Data
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Learning Objectives

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

A Start a workbook from a template
A Import and export data

A Change worksheet view options
A Sort and filter data

A Create IF functions

A Apply data validation rules

A Use the Scale to Fit options

A Create and modify tables 0
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Starting with a Template

Default telnplate IS Excel Workbook
‘A B | Cc D | E | F | G | H | | | J | K | L L

PAYROLL CALCULATOR GENERATE PAY STUBS PERIOD ENDING: 4/8/2013
14
2 —

e RegHours. Vacatien | Sick | Overtime | Overtime Gross Taxesand __| Other E

3 D ¥ | Employee Name Y| Worked | Y| Hours | Y| Hours|[Y| Hours|Y | Rate Y| Pay Y| Ded's (Y| Deds " NetPay |Y
4 1001 Tony Smith 50 5 1 5560.00 5273.08 520.00 $266.92
5 1002 David Jones 40 $320.00 5121.76 $188.24
& 10023 Denise Smith 35 3 5532.00 5240.43 5291.57
7 1008 Sebastien Motte 50 5 1 $1,120.00 544116 $678.84
8 1011 Isabelle Scemla 40 2 $15.00 $430.00 522362 $206.3%
9 1012 David Bristol 40 5 1 $552.00 $270.04 $281.96
10 1025 Anne Weiler 36 2 1 518.00 5474.00 5225.36 $25.00 $223.64
11 1032 Luka Abrus 40 5 1 $460.00 $175.03 $50.00 $234.97
12 1048 David Ludwig 40 1 $615.00 5259.01 523.00 $332.99
13 Totals S 371 24 6 3 $5,063.00 $2,239.47 $118.00 $2,705.53

Worksheet structure, formatting, and formulas are in place in
template.

B Choose from online collection
c | $
m Create your own custom template L ABYRINTH
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Importing and Exporting Data

B Create CSV (Comma Separated Value) file to export
to other programs

B Use Save as Type option

B Import and export between Word, Excel, Access,
accounting, and data software
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Adjust View Options for Large Worksheets

B Freeze Panes

B Split a Window

B Change Views

Normal Page Break Page Custom
Preview Layout Views
Workbook Views

Gridlines |v| Headings
Show
B5 - F Item 1

A :] ®

100% Zoomto
Selection

Zoom

Zoom

New Arrange |Freeze

Window Al

Panes -

Inventory List

Inventory | Name Description

Unit Price

Quantity

=7 =

Unhide Reset Window Position

Ereeze Panes
Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection).
Freeze Top Row

Kesp the top row visible while scrolling through
the rest of the worksheet.

Freeze First Column
Keep the first column visible while scrolling
through the rest of the worksheet.

Inventory

Reorder Reorder Time

Switch
Windows

I in Stock Value g Level in Days
5 $51.00 25 $1,275.00 29 13
4
3 INOOO2 Item 2 Desc 2 $93.00 132 $12,276.00 231 a
7 1NOOO3 Item 3 Desc 3 $57.00 151 $8,607.00 114 11
8 INOOO4 ltem 4 Desc 4 $19.00 186 $3,534.00 158 [
I A B ] i
Invento ry |
1
2
=
Inventory | Name Discontinued?
ID
2 i
5
5]
21 Yes
33 | INDD1E Item 18
23| INDD19 Item 19
24| INDD20 Item 20
— peh BER . RS REEERERT
A E [ o E F
B 1
z
L . ‘
5 IHGo0d ke Derzi $51.00 5 $1,275.00
™ & MG Ieem 2 Dorz2 $43.00 1xz 1z, 27600
- 7 IHDO0E Ieom 3 Derc? $57.00 151 $# 50700
& IHD0d Ieemd Derzd $19.00 Rt $3,534.00
| @ IS Item 5 Dersf 37500 &L $4,650.00

LABYRINTH

LEARNING™



Sort and Filter to Organize Data

m Using Sort and Filter

A Sort by multiple columns in
ascending or descending

order

o

+"z‘l Add Level x Delete Level E‘@ Copy Level ||| & Options... My data has headers
Column Sart On Order
Sortby | pepartment w| | Values w| |AtoZ

Then by  |Years with Company |+

Values

+ || | Largest to Smallest

OK Cancel

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

Search

o[ (Select All)
Administration
i+ Management

----- Sales

~

A Create custom filters

Us

Custom AutoFilter

Show rows where:

Sales

is less than or equal to

@ and () or

~ | | 10000|

L

e T to represent any single character
Use *

to represent any series of characters

?

>

L

R
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Perform Advanced Calculations

m All functions have a name and required arguments

B Using the IF Function @)

A Determines a value for a formula with two possible
outcomes: one If the value i1s True and another if False

A Contains three function arguments:

Function Arguments

IF

Logical_test | H5> 10000 Fe:| = FALSE
Value_if_true e =
Value_if_false e =

Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.

Logical_test is any value or expression that can be evaluated to TRU

Formula result = 0
Help on this function LABYRINTH
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Controlling Data Entry with Data Validation

B Helps ensure data Is consistent and accurate

Data Validation

A Crlterla IS Set for CeIIS to Settings  Input Message  Error Alert
limit possible entries T
Whaole number +| [ Ignore blank

between
between

A Input Messages show
what is acceptable before not betueer

not equal to
greater than

data- IS entered !gersesa’:::??han or equal to

less than or equal to

P

Fia

her cells with the same settings

A Error Alerts inform user
why the entry was unacceptable
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Printing Options for Large Worksheets

B Large worksheets may need adjustments made
before printing

B Printing a large worksheet @
A Use preview to view how the worksheet will print
A Scale to fit the worksheet on a specific number of pages
A Set to print column headings on each page
A Adjust page breaks

A Set a print area

B Add a header or footer <>
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Create Tables

B Organize and analyze related data easier

. nloyvee Name gl Dep:s = * BE|E b

B Header row contains menu Carol Gregory P $40,000
. Natasha Dyas Admin. $34,500

button to sort or filter data | S Vansgement | 463000

. Joshua Garcia Sales $46,000

B Banded rows are alternating [samhmckinnon  sales 542,750
Shannon Miller Management 552,000

COIOrS Katrina Kormylo  |Admin. $48,000

] ] Susan Colley Sales 544,800

| ] Entel’lng a fOI’mula IN one William Emerson  |Admin. 541,000
. . [Eugene Fink Sales $37,000

cell automatically copies Total 10| $454,00)

the formula to other cells in that column
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