
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: 
 

• Click on the gray square in the 
upper left hand corner.  This 
will select your whole table. 

• Go to the toolbar at the top and 
click Data ⇒ Filter ⇒ 
AutoFilter command. 

 
 
 
 
 
 
 
 
 
• Click the arrow on one of the drop-down lists.  The list expands to show the unique items 

in that column. 
• Select an item such 

as Math Textbooks, 
Office Depot, 
Function 5100, etc.  

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

• 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. 
 

 
 
 
(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: 
 

• Highlight the rows you want to sort 
• Click on Data ⇒ Sort command.  Excel displays the Sort dialog box. 
• 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.) 
• Repeat Step 2 for the second and third sort fields, if desired. 
• Click OK and the list’s rows are rearranged. 


