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Learning Objectives

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

A Create a template

A Start a workbook from a template

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 printing options

A Create and modify tables \4}
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Starting with a Template

B The default file type is Excel Workbook. When creating

a template, change the file type to Excel Template.

B You can choose from an online collection of templates.

H You

can creat

e your own custo

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

Normal Page Breakc Page Custom | [ Gridfines [7] Headings Zoom 100% Zoomto | New Anange Freeze Switch
Preview Layout Views Selection | Window  All” Panes | Windows
Workbook Views Show Zoom Ereeze Panes

Keep rows and columns visible while the rest of
85 v £ | tem1 the worksheet scrolls (based on current selection).
Freeze Top Row
A ! B c | B | E | Keep the top row visible while scrolling through = |

the rest of the worksheet.

F
Inventory List
y Keep the first column visible while scrolling
L through the rest of the worksheet.

Quantity

Inventory | Name Description Unit Price Inventory Reorder Reorder Time

i in Days R
5 J INDGO1 $51.00 25 $1,275.00 29 13
g | INDCOZ Item 2 Desc 2 $93.00 132 $12,276.00 231 4
7 INOO3 Item 3 Desc 3 $57.00 151 $8,607.00 114 1
g | INOCO4 item 4 Desc 4 519.00 186 $3,534.00 158 6
| A ! B 3 I}

B Split a Window

Yes
22 | INODO18 Item 18
23| INDD19 Item 19
24| INDO20 Item 20
DEEEEEBERERIBER B BERRRERD
& E -] [} | E | F |

m Change the -

Workbook
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Sort and Filter to Organize Data

m Useful when working with large amounts of data

B Basic sort: one column By O

Sort & Find &
Filter ~ Select ~

A Use Ribbon commands. [ il soacr

Zl sortZto A
Custom Sort...

B Custom sorts

A You can sort by multiple columns in ascending or
descending order.

+§l Add Level K Delete Level E|’_£'| Copy Level | &~ Options... My data has headers
Column Sort On Order
Sortby | Department w | |Values w| |[AtoZ w
Then by |years with Company |~ | |Values ~ | | Largest to Smallest v
oK Cancel
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Sort and Filter to Organize Data

m Filters

A You can choose which data to show and hide.
A You can filter by text or numbers.

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

Search =

[Select All}
--[+] Administration
--[¥] Management
i.[#] Sales

A YOU can create custom filters.

Custom AutoFilter ? x
Show rows where;

less than or equal ~ 1000&1 R

® and O or

) ) 'ﬂ\b
single character V
ies of character
[ o 11 one LABYRINTH
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Applying Sort and Filter to Data

Customers Country

Carol Gregory USA
Matasha Dyas Canada
James Norman Mexico
Joshua Garcia USA
Sarah Mckinnon  USA

Shannon Miller  Mexico Customers Country

Katrina Kormylo  Canada Katrina Kormylo  Canada
Susan Colley USA Matasha Dyas Canada
William Emerson Canada William Emerson Canada
Eugene Fink USA James Norman Mexico
Shannon Miller  Mexico
A customer list with Carol Gregory ~ USA Carol Gregory ~ USA
. Eugene Fink USA Eugene Fink UsSA
no sort or filter Joshua Garcia USA loshua Garcia USA
app | | ed ) Sarah Mckinnon USA sarah Mckinnon  USA
Susan Colley USA Susan Colley USA

A customer list
sorted by Country
and then Customers.

filtered to show

only customers LABYRINTH
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The IF Function

m This IF function is used frequently due to its
usefulness.

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

m IF function logical tests use comparison operators.

COMPARISON OPERATORS
Symbol Meaning Symbol Meaning
= Equal to <> Not equal to
Greater than or
> Greaterthan  >=
equal to
Less than or
< Less than <=
equal to
LABYRINTH
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Example: IF Function in Practice

Use it when there are two possible outcomes and
definite criteria to determine each one.

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

THE IF FUNCTION

Arguments Description Examples
This is a question or criterion that must be a yes/no or
Logical Test true/false question, using a comparison operator, that D2>5000 D2>=A1

usually includes at least one cell reference.
There are two possible outcomes, so you need to enter two values.

If the answer is true, this determines what result is 100
: placed in the cell after completing the formula. The P

Value if true Yes
result can be text, numbers, cell references, or even .
another formula. D2*10%
If the answer is not true, it must be false, so what will 0

Value if false the result be? Again, the result can be text, numbers, “No”
cell references, or a formula. D2%2% 0

LABYRINTH

9 LEARNING™



Controlling Data Entry with Data Validation

B This helps ensure data is consistent and accurate.

A Criteria is set for cells to limit possible entries.

A Input Messages show acceptable entries before entered.

A Error Alerts inform user why the entry was unacceptable.

Data Validation

Settings  Input Message  Error Alert

Validation criteria

Data Validation

Settings

Validation criteria
Allow:

Whole number

Input Mess.

age  Error Ale

? X

v Ignore blank

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

EREN RN

Then set the criteria
for the data.

First, choose the
type of data to allow.

&
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Printing Options for Large Worksheets

B Large worksheets may need adjustments before
printing.

B There are various printing options for a large worksheet.

Feature Description

_— Print the same headings on all pages by repeating the same rows or the
Print Titles same columns on all pages.

Print Area Print only a specific area of your worksheet rather than the whole thing.

Determine where one page ends and the next page begins when printing.
Breaks ﬂ Page breaks in Excel are both horizontal and vertical. Existing page breaks
can be moved and new ones can be inserted.

Force data onto a desired number of pages, using width and height, by scaling
or shrinking the size of the worksheet contents.

Scale to Fit

B You can add a header or footer using a contextual tab.

File Home Insert Draw Page Layout Formulas Data Review View Developer Help Acrobat QuickBooks QTeIIme

N Page Mumber Z'_.E:'Current Time | |Sheet Name . .
: || Different First Page | Scale with Document
s : .| Number of Pages File Path — Picture
Header Footer - Go to : -
_7 Current Date g File Name Footer | Different Odd & Even Pages || Align with Page Margins

Header & Footer Header & Footer Elements Navigation Options L A B Y R I N T H
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Excel Tables

m They help you organize and analyze related data easier.
B The header row contains menu buttons to sort or filter data.

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

B Entering a formula in one cell automatically copies the
formula to others in the column.

Employee Name Department  Salary R
Carol Gregory Sales $40,000

Carol Gregory Sales 540,000 _

i Matasha Dyas Admin. $34,500
Natasha Dyas Admin. 534,500 1
| N > X 468,000 James Norman Management $68,000
ames orman Tnagemen : Joshua Garcia Sales $46,000
Joshua Garﬂa sales $46,000 Sarah Mckinnon Sales | 542,750
Sarah Mckinnon | Sales $42,750 Shannon Miller Management |  $52,000
Shannon Miller Management $52,000 Katrina Kormylo  |Admin. $48,000
Katrina Kormylo  Admin. 548,000 Susan Colley Sales 444 800
Susan Colley Sales $44,800 William Emerson  |Admin. | $41,000
William Emerson  Admin. 541,000 Eugene Fink Sales $37,000 \
Eugene Fink Sales 537,000 Total | 10, $5454,050 V

The same data before and after a table is inserted. LABYRINTH
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