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Lesson 7

Working with Data

Learning Objectives

Students will learn to:

· Ensure data’s integrity

· Sort data

· Filter data

· Subtotal data

· Set up data in a table format

MOS Skills

· Define a filter




8.1.1
· Apply a filter




8.1.2
· Remove a filter




8.1.3
· Filter lists using AutoFilter




8.1.4
· Use Sort options




8.2.1
· Apply conditional formatting to cells



8.3.1
Key Terms

ascending order
An arrangement in which data appears alphabetically from A to Z.
AutoFilter 
A built-in set of filtering capabilities.
comparison operator
A sign, such as greater than (>) or less than (<), that is used to compare two values.

criteria
Specifications that allot what data type users want to use in a cell or range of cells and how users want that data used, formatted, or displayed.
descending order
An arrangement in which data appear alphabetically from Z to A.
duplicate value
Occurs when all values in a row are an exact match for all the values in another row.

filter
A restriction that Excel uses to determine which worksheet rows to display.

grouping
Organizing data so that it can be viewed as a collapsible and expandable outline.

outline symbols
Symbols that are used to change the view of an outlined worksheet.

placeholders
Important text directives specified by the author of the template to direct the user where to add specific data in specific cells within the template.
Solutions for Step-by-Step Exercises

The Contoso Data solution file is located in the Solutions/Lesson07 folder and is referenced in the following step-by-step exercises:

· Restrict Cell Entries to Certain Data Types
The Contoso Icons solution file is located in the Solutions/Lesson07 folder and is referenced in the following step-by-step exercises:

· Allow Only Specific Values to Be Entered in Cells

· Remove Duplicate Cells, Rows, or Columns from a Worksheet

· Sort Data on a Single Criterion

· Sort Data on Multiple Criterion

· Sort Data Using Conditional Formatting

The MA Assignments solution file is located in the Solutions/Lesson07 folder and is referenced in the following step-by-step exercises:

· Sort Data Using Cell Attributes

· Use AutoFilter

· Create a Custom AutoFilter

The Salaries solution file is located in the Solutions/Lesson07 folder and is referenced in the following step-by-step exercises:

· Group and Ungroup Data for Subtotaling

· Subtotal Data in a List

The Table solution file is located in the Solutions/Lesson07 folder and is referenced in the following step-by-step exercises:

· Format a Table with a Quick Style

· Use the Total Row Command in a Table

· Add and Remove Rows or Columns in a Table

Answer Key

Knowledge Assessment

Fill in the Blank
Complete the following sentences by writing the correct word or words in the blanks provided.

1.
The process of organizing data so that it can be viewed as a collapsible and expandable outline is ___________.
Answer: grouping

Section Ref: Subtotaling Data

Difficulty: Medium

2.
Values in the row that are an exact match of all the values in another row are referred to as _________________.

Answer: duplicate values

Section Ref: Ensuring your Data’s Integrity

Difficulty: Medium

3.
Excel uses ________________ rules to determine which worksheet rows to display.

Answer: filter

Section Ref: Filtering Data

Difficulty: Easy

4.
In ____________, sorted values appear Z to A or highest to lowest.
Answer: descending order

Section Ref: Sorting Data

Difficulty: Easy

5.
The __________ are conditions specified to limit which records to include in the result of a sort or filter.

Answer: criteria

Section Ref: Ensuring your Data’s Integrity

Difficulty: Easy

6.
A sign used in criteria to compare two values is a(n) _________.

Answer: comparison operator

Section Ref: Filtering Data

Difficulty: Hard

7.
Using a(n) _________ allows you to apply a built-in set of filtering capabilities.

Answer: AutoFilter

Section Ref: Filtering Data

Difficulty: Medium

8.
In _________ sort order, values appear A to Z or smallest to largest.

Answer: ascending

Section Ref: Sorting Data

Difficulty: Easy

9.
You can use outline __________ to change the view of an outlined worksheet.

Answer: symbols

Section Ref: Subtotaling Data

Difficulty: Medium

10.
You can quickly rearrange the data sequence when you use Excel’s _________ feature.
Answer: sort

Section Ref: Sorting Data

Difficulty: Medium

True / False

Circle T if the statement is true or F if the statement is false.

T
F
1.
You can sort a data range using conditional formatting.
Answer: True

Section Ref: Sorting Data

Difficulty: Medium
T
F
2.
When numbers are sorted in ascending order, the largest number is on top.

Answer: False

Section Ref: Sorting Data

Difficulty: Easy
T
F
3.
You can create a custom AutoFilter that will isolate data that falls between a high and low number.

Answer: True

Section Ref: Filtering Data

Difficulty: Medium
T
F
4.
You can filter data to display all cells with a specific background color and cells that contain specific text.

Answer: False

Explanation: You can filter by specific background colors and text COLORS, but not for actual specific text. The filter also does not recognize font type.

Section Ref: Filtering Data

Difficulty: Hard
T
F
5.
In a case-sensitive sort, lowercase letters will be sorted before uppercase letters.

Answer: True

Section Ref: Sorting Data

Difficulty: Hard
T
F
6.
To temporarily isolate a specific list of rows in a worksheet containing data, use the Sort feature.

Answer: False

Section Ref: Filtering Data

Difficulty: Medium
T
F
7.
The Data Validation command enables you to locate and remove duplicate values in a worksheet.

Answer: False

Section Ref: Ensuring your Data’s Integrity

Difficulty: Medium
T
F
8.
To outline data, the data must have a blank line that includes a formula that references all the cells in the detail rows for that group.

Answer: True

Section Ref: Subtotaling Data

Difficulty: Medium
T
F
9.
When a table is inserted in a worksheet, the Design tab is added to the Ribbon and Table tools are available.

Answer: True

Section Ref: Setting up Data in a Table Format

Difficulty: Easy
T
F
10.
Data validation enables you to allow only specific values to be entered in cells.
Answer: True

Section Ref: Ensuring your Data’s Integrity

Difficulty: Easy
Solutions for Competency Assessment 

Project 7-1

The solution for Project 7-1 is named Semi Annual Sales 7-1 and is located in the Solutions/Lesson07 folder.

Project 7-2

The solution for Project 7-2 is named Survey 7-2 and is located in the Solutions/Lesson07 folder.

Solutions for Proficiency Assessment

Project 7-3
The solution for Project 7-3 is named Red Team and Blue Team and is located in the Solutions/Lesson07 folder.

Project 7-4
The solution for Project 7-4 is named Top Ten 7-4 and is located in the Solutions/Lesson07 folder.

Solutions for Mastery Assessment

Project 7-5

The solution for Project 7-5 is named Teams 7-5 and is located in the Solutions/Lesson07 folder.

Project 7-6

The solution for Project 7-6 is named Records Management Table and is located in the Solutions/Lesson07 folder.
Solution for Internet Ready
The solution for the Internet Ready exercise is named Salary Research and is located in the Solutions/Lesson07 folder.
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