FILTERING & SORTING LISTS WITH EXCEL

Filtering a List with Autofiltering

Autofiltering lets you view only certain rows in your list by hiding rows that do not qualify based

on criteria you set.

To autofilter a list, follow these steps:

e Click on the gray square in the
upper left hand corne%ﬁ‘ﬁ\

will select your whole

table.

e Go to the toolbar at the top and

click Data = Filter =
AutoFilter command.

in that column)
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e Click the arroxon one of the drop-down lists. The list expands to show the unique items
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e Select an item such
as Math Textbooks,
Office Depot,
Function 5100, etc.

e Excel hides all rows
except those that
include the selected
item. In other
words, the list is
filtered by the item
that you selected.

e After you filter the
list, the drop-down
arrow changes color
to remind you that
the list is filtered by
a value in that
column.




The drop-down list includes five other items:
All: Displays all items in the column. Use this to remove filtering for a column.

Top 10: Filters to display the “top 10” items in the list. If you use this, you will be able to
choose any number of top or bottom items.

Blanks: Filters the list by showing only rows that contain blanks in this column. After you
enter your class periods, you can filter all blanks in the Period column and delete those rows.
You will then have only your children left to work with.

NonBlanks: Filters the list by showing only rows that contain non-blanks in this column.
Custom: Lets you filter the list by multiple items, for example, NRT% of 25% and below.

To display the entire list again, click Data = Filter = Show All command.

To turn off the filtering, click Data = Filter = AutoFilter command again.



Sorting a List

Sorting a list involves rearranging the rows such that they are in ascending or descending order,
based on the values in one or more columns. For example, you might want to sort a list by
vendor. The fastest way to sort a list is to use the Sort Ascending or Sort Descending buttons on

the Standard toolbar:

1) Click on any item in the column upon which you want to base the sort.

2) Click the Sort Ascending button or the Sort Descending button.

Excel sorts the list by the current column.

B Microsoft Excel - VISA Log.xls

File Edit Wiew Insert Format Tools Data  Window Help  Adobe PDF - _ @ X
DEHSH SREY § @B e = -BH s -0,
B sort ascending| & | =& =& | .
Arial -0 - B I ULDEEEE 8%, W% E-d-A-EH 7
ta 7 @ .
TR,
BS - & Clearvue & Sve
&, B | [ D E F [ H |
1 Date Vendor Description For Fund Func. Obj. Proj.
2 |01/03/05 MestFamily WD, CD Homns 1010 'EQDD '0510 L}
3 |01/04/05 Office Depot Ink Cartridge 1010 '5200 'E|51D i
4 |011/04/05 Deep Discount OVD . com DWVDs 1010 ’EQDD ’0510 i
ﬂDHDdIDSICIeaNue & Sve IHistory of Jazz 1010 '51DD '0510 '3105 i
G |01/04/05 Arnazon.corm Library Books 1010 'EQDD '0510 1
7 |01/04/05 |Amazon.com Library Books 1010 '6200 '0510 1
8 |01/04/05 Office Depot Ink Cartridge 1010 '51DD '0510 i
9 |01/05/05 |AAA Publishing Atlas, Cards, and Globes 1010 'EEDD '0510 '3106 i
0 r r r
v B3 Microsoft Excel - VIS Log.xls
12 @ File Edit Wew Insert Format Tools Data  Window Help  Adobe PDF - .8 X
Yl E28 SRAEY § BRI - @ =-4% e -0,
br o3 ¥ B I B2 AR
[Read | Al -0 - B IJIURESE=E=EE SB, WH -dA-GR 7
o4 ) Qﬁ Percent Style
™A .
BA - & Buckledown Publishing
A 3] | D E F G H | =
1 Date Vendor Description For Fund Func. Obj. Proj.
=3 DHMIDSIEIuckIedown F‘uhlishinq_ISharpen Up Math (Gth) 1010 '51DD '0510 '3105 i
6 |01/04/05 Clearvue & Sve History of Jazz 1010 '51DD '0510 '3105 i
7 0171005 Course.com Web Design Class Books 1010 '51DD 70510 '3150 i
8 |01/11/05 Crest Supply Bowl Cleaner 1010 '?QDD 70510 i
9 |01/04/05 Deep Discount DYD.com DVDs 1010 ’6200 rDS1D i
10 [01/20/05 eCost.com Portable DWD Player 1010 '6200 '0642 i
11 |01/07/05 Gulf Coast Office Product Sorter and Card holder 1010 'FSDD '0510 i
12 |01/06/05 Gulf Coast Paper Compar Trash Bag Liners 1010 '?QDD '0510 i
13 |01/06/05 Gulf Coast Paper Compar Trash Bag Liners 1010 '?QDD '0510 i
14 011105 Lowe's Lubricant 1018 '?900 '0510 i
15 101/18/05 Lowe's Brushes, Sponge, etc 1010 '?QDD 70510 i
M 4+ wly VisaLog 4 Monthly Template % Monthly Sample  visa |« | [ >ﬂ|7
Draw~ [ AgtoShapes‘\\DOAl%?ﬁ &vinvE:EQﬁ,
Ready LI

(Before Sort)

(After Sort)



You may need to sort a list by more than one column. For example, you could sort your VISA
charges by Project, Function, and then Object in ascending order. To sort a list on multiple
columns, do the following:

e Highlight the rows you want to sort

e Click on Data = Sort command. Excel displays the Sort dialog box.

e Select the first sort field from the drop-down list labeled Sort by and specify Ascending
or Descending order. (Be sure Header Row is marked at the bottom of the box.)

e Repeat Step 2 for the second and third sort fields, if desired.

e Click OK and the list’s rows are rearranged.
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