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= SORTING DATA

Sorting means, arranging the data either in an ascending or descending order. In a worksheet, data can be sorted in
rows on the basis of text, numbers or dates. Once the datais organised, it becomes easy to work oniit.

Follow these steps to sort the given data: Data

Z |A - " lear
"L AlZ I —

) Reapply
l Sort Filter

»  Openanyworksheet and select the cellrange that youwant tosort.

i R

»  Click on any cell, say B2. Now select the Sort button in the Sort & Filter group Y Advanced
inthe Data tab. The Sort dialog box appears and the entire database gets selected. Sout & Pier

»  (lick on the Sort by drop-down arrow and select the field on the basis of which you want to sort the data. For
example, select the Name field.

»  Select the Values option from the Sort On drop-down list. Select the sorting order from the Order drop-down

list. If Sort by contains alphanumeric data then Ato Z option . r =
gets selected automatically. In case, Sort by contains = “adsiee | 3 pete et 2 Copy Levet | Gptions— | El Wty data has peacers
Column Sort O Crder
numericdata then Smallest to Largest option getsselected.  |snw nee. S v Emzs =
»  Select the My data has headers checkbox to exclude the —

first row, containing the column headings for sorting. Figure 2.5: Sort Dialog Box

Otherwise, uncheck the checkbox to include the first row headings in sorting.

»  (lick OK. The database will be sorted indescending order on the basis of Name field.
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> FILTERING DATA

The Filter feature is one of the interesting features of Excel which helps you to display

[ Let's Know Wore

' Remove Duplicates button ‘

onlythoserecords that meet the specified criteriaand hide rest of the records. under Data tab Is used to
e g . . remove duplicate values
»  Select any cell within the database range, say D1. Click on the Filter button in the from one or more
Sort & Filter groupinthe Datatab. \ columns.

» Small arrows will be added in the
column header. These arrows are

. L. : F“ ;_: I'C T‘Cenna;b:m 81 E Y :'.L. ?-—j}' = B
used to specify conditions to filter . . T 5 e BTV | o M
| Data- Query - (& - E 1és A Vo Abvarvead Colstiin = - 05
the data. l Gt & hasifom Carraren Set & Potee Ouls Yeet
|| ” ~ MName
»  C(Click on the arrow nexttothe Hindi = . & # ¢ i ) £ F 6
o | 1 [Rall No.INam _.lEngnsh; Hindi ~|Math .|Total .|Per |.
column header in cell D1. Uncheck |z 101 & sosmociime 67 221|730/
3 (173 2 i ok e 98 275 91.6
the Select All check box to deselect ' ;| 103 wrwe | 76 18|  72.67
5 104 82 2106 32
all the check boxes. Now select the | . —5 8o = g
7| 106 —— | &R 250
check boxes of the values 82 and 98 | Ti07] P Al— e TRE
from the drop-down list. Click OK. 2 o
Wi
. ? < 11 G p— a
> You will notice that the list gets |12 e ' Let's Know More |
A = 13 “ ’ — e Y.
filtered and displays only those % Conditional Formatting Is
records that meet the specified ' =T Fowd ' /o — the feature in Excel that
sooow o  a '
criteria, i.e., records related tomarks sets a cell's format
2 . Figure 2.7: Using Filter Command according to conditions
82 and98in Hindi. | that you specify. Using this |
A Ao S o A S A A T A A AT F IS - option, you can change ’
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2 USING ADVANCED FILTER as needed.
dvanced Filter option is used to filter the data in multiple fields using specified criteria, :

> copy the filtered records to a different location, or to find unique records. Let us use

1is option.

»  Insert at least three blank rows above # A 8 C L |
. p 1 Name Department Designation Salary
the range, which is to be used as a 2 10000
criteria range, by clicking on the Home 3
tab and selecting the Insert > Insert 4 MName Department  Designation  Salary
h R . 5 Anika Development  Manager 20000
Sheet Rows option. 6 Manas Production Prod Manager 10000
> The criteria range must have column | 7 Priva  Production  Sr.Prod. Manager 15000
8 Anuradha Purchase Manager 10000
labels. There should not be any blank 9 Ganesh Sale Manager ST
row between the criteria values and 10 sumita  Sale Executive 8000 ————————
the range. 11 Saransh  Sale Executive 8000 | Let's Discuss
12 Girish Store Store Keeper 5000 Advantages of Filters
- Select the range A4:D4. Press Ctrl+Cto 13 Ramesh Store Store Keeper 8000
copy therange. Figure 2.8: Using Advanced Filter
| parninn ame AN
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S Akt HOME ASSIGNMENT

* What is use of sorting feature?

* What are the steps for filtering?

 What are the steps for advance filtering?

 What is difference between filter and advance filter?
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