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Learning Objectives (1 of 2)

4.1 Freeze Rows and Columns

4.2 Print Large Datasets

4.3 Explore the Benefits of Data Tables

4.4 Design and Create Tables

4.5 Apply a Table Style

4.6 Create Structured References in Formulas



Copyright © 2020, 2017, 2014 Pearson Education, Inc. All Rights Reserved

Learning Objectives (2 of 2)

4.7 Sort Data

4.8 Filter Data

4.9 Add a Total Row to a Table

4.10 Apply Conditional Formatting

4.11 Create a New Conditional Formatting Rule
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Freezing Rows and Columns (1 of 2)

Option Description

Freeze Panes Keeps both rows and columns above and to the left of the active cell 

visible as you scroll through a worksheet.

Freeze Top 

Row

Keeps both rows and columns above and to the left of the active cell 

visible as you scroll through a worksheet.

Freeze First 

column

Keeps only the first column visible as you scroll through a worksheet.
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Freezing Rows and Columns (2 of 2)
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Printing Large Datasets (1 of 4)
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Printing Large Datasets (2 of 4)
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Printing Large Datasets (3 of 4)
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Printing Large Datasets (4 of 4)
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Exploring the Benefits of Data Tables (1 of 2)

• Table—structured range that contains related data 

organized in a method that increases capability to manage 

and analyze information

• Data structure—organization method used to manage 

multiple data points within a dataset
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Exploring the Benefits of Data Tables (2 of 2)

Table advantages:

– Column headings remain onscreen

– Table styles easily format table rows and columns

– Calculated columns enable the creation and editing of 

formulas

– Calculated total row enables the implementation of 

summary functions

– Structured references used instead of cell references 

in formulas
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Designing and Creating Tables (1 of 4)
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Designing and Creating Tables (2 of 4)
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Designing and Creating Tables (3 of 4)
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Designing and Creating Tables (4 of 4)
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Applying a Table Style (1 of 2)
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Applying a Table Style (2 of 2)

Check Box Action

Header Row Displays the header row (field names) when selected; removes field 

names when deselected. Header Row formatting takes priority over 

column formats.

Total Row Displays a total row when selected. Total Row formatting takes priority 

over column formats.

First Column Applies a different format to the first column so that the row headings 

stand out. First Column formatting takes priority over Banded Rows 

formatting.

Last Column Applies a different format to the last column so that the last column of data 

stands out; effective for aggregated data, such as grand totals per row. 

Last Column formatting takes priority over Banded Rows formatting.

Banded Rows Displays alternate fill colors for even and odd rows to help distinguish 

records.

Banded Columns Displays alternate fill colors for even and odd columns to help distinguish 

fields.

Filter Button Displays a filter button on the right side of each field name in the header 

row.
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Creating Structured References in 

Formulas (1 of 2)

• Structured reference—tag or table element as a reference 

in a formula

• Unqualified reference—use of field headings without row 

references in a structured formula

• Fully qualified structured reference—formula that includes 

references with a table name
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Creating Structured References in 

Formulas (2 of 2)
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Sorting Data (1 of 3)

Data Type Options Explanation

Text Sort A to Z

Sort Z to A

Arranges data in alphabetic order

Arranges data in reverse alphabetic order

Dates Sort Oldest to Newest

Sort Newest to Oldest

Displays data in chronological order, from 

oldest to Newest

Displays data in reverse chronological 

order, from newest to oldest

Values Sort Smallest to Largest

Sort Largest to Smallest

Arranges values from the smallest value to 

the Largest

Arranges values from the largest value to 

the smallest

Color Sort by Cell Color

Sort by Font Color

Arranges data together for cells containing 

a particular fill color

Arranges data together for cells containing 

a particular font color
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Sorting Data (2 of 3)
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Sorting Data (3 of 3)
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Filtering Data (1 of 5)

• Filtering—the process of displaying only those records that 

meet specified conditions

• To apply a filter:

– Click any cell in the range of data to be filtered

– Click Filter on the Data tab

– Click the filter arrow for the column to be filtered

– Deselect the Select All check box

– Select the check boxes for the text that is to remain 

visible
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Filtering Data (2 of 5)
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Filtering Data (3 of 5)
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Filtering Data (4 of 5)



Copyright © 2020, 2017, 2014 Pearson Education, Inc. All Rights Reserved

Filtering Data (5 of 5)
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Adding a Total Row to a Table (1 of 3)

• Total row—displays summary statistics

• SUBTOTAL function—calculates an aggregate value

=SUBTOTAL(function_num, ref1, …)

where the function_num argument is a number that 

represents a function and the ref1 argument indicates the 

range of values to calculate
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Adding a Total Row to a Table (2 of 3)

Function Function Number Table Number

AVERAGE 1 101

COUNT 2 102

COUNTA 3 103

MAX 4 104

MIN 5 105

PRODUCT 6 106

STDEV.S 7 107

STDEV.P 8 108

SUM 9 109

VAR.S 10 110

VAR.P 11 111
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Adding a Total Row to a Table (3 of 3)
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Applying Conditional Formatting (1 of 5)

Options Description

Highlight Cells Rules Highlights cells with a fill color, font color, or border if values are 

greater than, less than, between two values, equal to a value, or 

duplicate values; text that contains particular characters; or dates 

when a date meets a particular condition.

Top/Bottom Rules Formats cells with values in the top 10 items, top 10%, bottom 

10 items, bottom 10%, above average, or below average. You 

can change the exact values to format the top or bottom items or 

percentages.

Data Bars Applies a gradient or solid fill bar in which the width of the bar 

represents the current cell’s value compared relatively to other 

cells’ values.

Color Scales Formats different cells with different colors, assigning one color 

to the lowest group of values and another color to the highest 

group of values, with gradient colors to other values.

Icon Sets Inserts an icon from an icon palette in each cell to indicate 

values compared to each other.
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Applying Conditional Formatting (2 of 5)
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Applying Conditional Formatting (3 of 5)
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Applying Conditional Formatting (4 of 5)

• Data bars—apply a gradient or solid fill bar in which the 

width of the bar represents the current cell’s value 

compared to other cells’ values 

• Color scales—format cells with different colors based on 

the relative value of a cell compared to other selected cells

• Icon sets—symbols or signs that classify data into three, 

four, or five categories, based on the values in a range.
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Applying Conditional Formatting (5 of 5)
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Copyright

This work is protected by United States copyright laws and is 

provided solely for the use of instructors in teaching their 

courses 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 

permitted. The work and materials from it should never be 

made available to students except by instructors using the 

accompanying text in their classes. All recipients of this work 

are expected to abide by these restrictions and to honor the 

intended pedagogical purposes and the needs of other 

instructors who rely on these materials.


