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Excel 2010
- Lo Hxceel Datasets and Tables
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e Filter data

* Insert a total row
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Freeze Panes Keeps both rows and columns above and to the left of
the active cell visible.

Freeze Top Row Keeps only the top row visible.

Freeze First Column  Keeps only the first column visible.
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Down Payment Requirement:

Transaction
Number
10 1472012 Standard
2012:011 1412012 Standard
2012.012 11472012 % El
2012-013 142012 |Serenity Spas
2012-014 1/4/2012  |The Original Hot Tub
2012.015 1472012 |Sorenity Spa:
2012.016 The Original Hot Tub
2012-017 Serenity Spas Paid in Full
2012-018 Port-a-Spa Finance
2012.019 Port-a-Si Paid in Full
2012.020 -5 Finance
2012-021 Port-a-Spa Finance
2012-022 Serenity Spas Finance
2012:023 Port-a-Spa Finance
2012.024 Serenity Spas Paid in Full
2012-025 Serenity Spas Finance
2012-026 Port-a-Spa Finance
2012.027 Port-a-Spa Finance
2012.028 The Original Hot Tub Paid in Full
2012-029 111012012 [The Original Hot Tub Paid in Full
2012-030 11072012 |Serenity Spas Finance
11172012 |The Original Hot Tub Finance
11172012 |Port-a-Spa Paid in Full
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— Do not insert blank rows in the table

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 15

Where is the data for your table?
I=s2.55:5157)
[#] My table has headers

I&H&J
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Editing and Deleting Records

* Data within a table record can be edited using
the same techniques as those for a regular cell

* Deleting a record removes it from the table
— Click the Home tab

— Click the Delete arrow in the Cells group
— Select Delete Table Rows

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall.

Applying a Table Style

* A table style Toomo ZIooo moooomoooo toonn Sooes toos
controls the fill color = e e e e
of the header row, ' |
columns, and ===

records redum
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Table Style Options

* The Table Styles Options group on the
Design tab contains check boxes to further
format the table

Header Row Displays the header row at the top of the table.
Total Row Displays a total row at the bottom of the table.
First Column Applies a different format to the first column.

Last Column Applies a different format to the last column.
Banded Rows Displays alternate fill colors for even and odd rows.

Banded Columns  Displays alternate fill colors for even and odd columns.

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 21

Sorting Data

* Sorting arranges records in a table
— Sort on one column

— Sort on multiple columns

* Records can be sorted in ascending or
descending order

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 22
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Text SortAtoZ
SortZto A

Dates Sort Oldest to
Newest

Sort Newest to

Sorting by One Column

* Excel offers several ways to sort a single column

DETERAT ] m Explanation

Arranges data in alphabetical order.
Arranges data in reverse alphabetical order.

Displays data in chronological order.

Displays data in reverse chronological order.

Oldest
Values Sort Smallest to  Arranges values in sequential order.
Largest
Sort Largest to Arranges values in descending order.
Smallest
Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 23

Sorting by Multiple Columns

* Multiple level sorts permits differentiation
among records with duplicate data in the first

sort ==
‘ %) add Level ‘ ‘ X Delete Level || 3 Copy Level | a ‘ Options... ‘ My data has headers
Column Sort On Order
Sortby [ sales Rep Last Name Values [+] Atz [=]
Thenby | pate Values [=] Oldest to Newest [=]
Thenby | Amount [=] |values [=] smallest to Largest [=]
Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 24
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List entries:

A
5un, Mon, Tue, Wed, Thu, Fri, §
Sunday, Monday, Tuesday, We
Jan, Feb, Mar, Apr, May, Jun, J
January, February, March, April

Press Enter to separate list entries,

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall.
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Summary

* In this chapter, you have learned to manage
large datasets by freezing rows and columns and
controlling print options.

* You understand table design and can create and
format a table.

* You can sort and filter data in a table.

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 29

Questions
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This work is protected by United States copyright laws and is provided solely
for the use of instructors in teaching &omm and assessing student
learning. Dissemination or sale of any part of this work (including on the
World Wide Web) will destroy the integrity of the work and is not permit-
“dﬁ;;d“‘. work and :ntnials fromit sln:::d never be made naih:a to
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