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Excel 2016: Large Data 1 - Sorting and Filtering
1.5 hours

In this workshop we will work with single and multilevel sorting; learn to use data
filters to automatically show only the specified data set; and do math on our
filtered data sets. This workshop also contains a very brief introduction to other
summary tools such as Subtotal and Pivot Tables. This intermediate workshop
assumes prior experience with Microsoft Excel.
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Sorting Data

On the far right side of the Home tab you will find a large Sort & Filter [¥] Fill =

button. The menu you see when you click on the button is reflected in

the Sort & Filter group of the Data tab.

If you make a selection of cells, Excel will think you only want to sort or

Sort & Filter

entire sheet.

& Clear~

filter by that selection. But if your U
dataset has no blank rows and no
blank columns Excel will see the
whole range as one data set.

2 AutoSum *

¥ O

Sort & Find &
Filter = Select ~

Al

|@
Y

Edit 4| SortAtoZ

Sart Zto A

Custom Sort...

You can have blank cells, but not completely blank columns/rows; if
you are not sure that your dataset is consistent, click inside one cell, and press Ctrl-A. This will select all
the cells within the dataset. A second "Ctrl-A", or pressing the shortcut in an empty cell, will select the

When you have completed a sort, you can click the Undo button (or Ctrl-Z). Excel will undo the sort and
it will select the dataset it used in the sort. This is another way to see your dataset.

Ascending Sorts

- Text: Sort alphabetically from Ato Z

- Numbers: Sorts from smallest number to largest number
- Dates: Sorts from the newest date to the oldest date

Descending Sorts

- Text: Sort alphabetically from Z to A

- Numbers: Sorts from largest number to smallest number
- Dates: Sorts from the oldest date to the newest date

Custom Sorts

A e C
1 Apples 123 1/1/1971
Bananas 456  2/2/1982
3 Cherries 789 3/3/1993
A = C
1 Cherries 789  3/3/1993
Bananas 456  2/2/1982
3 Apples 123 1/1/1971

When you first open this window, Excel will show the most recent sort options. If you haven't created a
sort yet, this window may be blank.
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In Excel 2016, we can sort by 64 levels. From this sort window we can add levels, delete levels, copy

levels, and even change the order of our sort using the up and down arrows in the toolbar.




Column: The column drop-down menu will show the names of your columns, your 'fields'. If your data
doesn't have titles Excel lists the column heading letters instead. If you were expecting titles, but is only
showing the column letters, you can click on the check box in the upper right hand corner of the Sort
window to let Excel know your data has headers.

Sort On
Sort On: You can Sort on the values of the cells, the cell colors, the font | Values E
colors, or the cell icons. Values
Cell Color
. ) ) Font Colar
Order: The order options change depending on the values in the cells. Cell Icon
Text Number Date
Crder Order Order
AtoZ |E| Smallest to Largest E Cldest to Newest E
AtnZ smallest to Largest iOldest to Newest
oA Largest to Smallest Mewest to Cldest
Custom List... Custom List... Custom List...
Font Color Cell Color
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Custom Lists

Custom lists can be built through the
Excel Options under the File menu in
the Advanced section under General.
Or by choosing Custom List... option at
the bottom of each order box above.

If you choose this option, you will be
able to select from one of these lists.
Alphabetically, April comes before
January. With the Custom List order, we
can ensure January comes first.

These custom lists will work as patterns
with the fill handle. Notice the
"Shopping" list? Once | set this up, | can
type any of the words in a cell and use
the fill handle to follow this pattern.

Sort Options

- Case sensitive: Sort lowercase letters before uppercase letters

Custom Lists

Custom lists:

Sun, Mon, Tue, Wed, Thu, Fri, Sat

Sunday, Monday, Tuesday, Wednes
Jan, Feb, Mar, Apr, May, Jun, Jul, At
January, February, March, April, Mz
Shopping, Peanut butter, pickles, pr

newust ¢

Press Enter to separate list entries.

List entries:
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- Orientation: Sort vertically (top to bottom, sort rows) or horizontally

(left to right, sort columns)

Sort Options

Pl |

["icase sensitive!

Orientation
@ sort top to bottom
[ Sort left to right
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Filtering Data ¥ AutoSum %“T p
Filters hide rows (records) based on criteria you set. You can turn the filter on | [#/Fill~ - .
and off by choosing Filter from the Sort & Filter button on the Home tab, or EClear~  eitter= select -
choosing the Filter button on the Data tab. =
Excel will place a drop-down arrow at the end of each cell in the title row T
(the first row of the dataset). When you click on this arrow we see several Y Hiter
options including our sort orders:

e Sort Ascending, Descending, and by color

o Clear the Filter -

e Filter by Color g “ - _"_ ’

neapply
e Set a custom filter (text, number, date) Filter
E‘ Advanced
e Search for a matching value in the column .
Sort & Filter
[ ]

List of values in the column (field). Select All will toggle
between everything and nothing.

Once a filter has been set Excel will hide all the rows that don't match the criteria. The status bar will
show how many records (rows) were found that matched. The row numbers of the original data will
remain the same, but will appear blue. The dropdown arrows of the columns that are being filtered will
show the filter icon (funnel). The double line between the row numbers indicate hidden rows.
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Click here to download full PDF material
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