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Excel 2010 gives you the ability to work with an enormous amount of data. Arranging your
data alphabetically, from smallest to largest or other criteria can help you find the information
you're looking for more quickly.

To Sort in Alphabetical Order:

1. Select a cell in the column you want to sort by. In this example, we will sort by Last

Name.
A B C D E F G

1 Last Name First Name Department Office Location Extension Bonus

2 BarE !Angela Accounting g 2667 S 500.00
3 Boller Mary Development ad 2544 § 501.00
4 Chaffee  Adam Accounting 10a 2678 & 503.00
5 Chase Fred Human Resources 8b 2511 § 504.00
6 |Chu Laurie Human Resources 2d 2055 § 505.00
7 |Chung Bob Development Be 2547 5 506.00
8 Clark Anna Engineering 1ic 2770 & 507.00
9 Clark John Development 2c 2546 § 508.00
10 Clarke Joe Engineering 11d 2776 S 509.00
11 Cole Daniel Accounting 4c 2066 S 510.00

Selecting a column to sort

Select the Data tab, and locate the Sort and Filter group.

w

Click the ascending command % to Sort A to Z, or the descending command %to Sort
Zto A

4.

= Home Insert Page Layout Farmulas Data Review View
=
v

o = 3 = j ] connedtions || 5 (| T i Clear =
""" i [} zl_ AlZ ) i |
E-NE RER ST ST e PR 2 eansty |12
From From From From Other Existing Refresh ) _ il sort Filter f Tex
Access Web  Text  Sources~ | Connedtions All~ 5= Edit Links A7 Advanced || coly
Get External Data Connections Sort & Filter
A2 - s | Barry SortAtoZ -
A B c D E| Sortthe selection so that the H
| | [ g | | | lowest values are at the top of the |
4 Chaffee  Adam Accounting 10a 1 s
5 |Chase Fred Human Resources 8b p=—
6 |Chu Laurie Human Resources 2d F080- Press EL formnee help.
7 (Chung Bob Development ge 2547 5 506.00
8 Clark Anna Engineering 11c 2770 5 507.00

Sorting in ascending alphabetical order
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5. The data in the spreadsheet will be organized alphabetically.

A B C D E F G

1 Last Name First Name Department Office Location Extension Bonus

2 BarE !Angela Accounting 3g 2667 5 500.00
3 Boller Mary Development ad 2544 § 501.00
4 Chaffee  Adam Accounting 10a 2678 S 503.00
5 Chase Fred Human Resources 8b 2511 § 504.00
& Chu Laurie Human Resources 2d 2055 S 505.00
7 |Chung Bob Development 3e 2547 5 506.00
8 |Clark Anna Engineering 11c 2770 5 507.00
9 Clark John Development 2c 2546 S 508.00
10 Clarke loe Engineering 11d 2776 5 509.00
11 |Cole Daniel Accounting 4c 2066 S 510.00
12 Comuntzis Mark Executive Ga 2089 S 511.00
13 |Decker Erica Accounting 9e 2665 S 512.00
14 Donnell Susan Accounting 3d 2688 S 514.00
15 |Ellis Janet Customer Service 2f 2109 S 515.00
16 Fern Elizabeth  Accounting 10b 2700 S 516.00
17 Ferris Jim Human Resources 3c 2478 & 517.00
18 Filosa Alexandra Facilities 6b 2110 § 518.00
19 Flanders Elizabeth Engineering la 2046 S 502.00
20 Grant Sabrina Development 12d 2967 S 519.00
21 |Paul John Customer Service 2f 2109 § 515.00
22 Sanchez  Barbara Tech. Support 2e 2099 S 513.00
23

Sorted by last name, from A to Z
Sorting options can also be found on the Home tab, condensed into the Sort & Filter command.
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To Sort in Numerical Order:

1. Select a cell in the column you want to sort by.

A B C D = F G

1 |Last Name First Name Department Office Location |Extension Bonus

2 |Flanders Elizabeth Engineering 1a ‘ 2046 [$ 502.00
3 Chu Laurie Human Resources 2d 2055'5 505.00
4 Cole Daniel Accounting ac 2066 |5 510.00
5 Comuntzis Mark Executive Ba 2089 |5 511.00
6 |Sanchez  Barbara Tech. Support 2e 2099 |5 513.00
7 |Ellis Janet Customer Service 2f 2109 |5 515.00
28 Paul John Customer Service 2f 2109 |5 515.00
9 Filosa Alexandra Facilities 6b 2110 |5 518.00
10 |Ferris Jim Human Resources 3c 2473 |5 517.00
11 |Chase Fred Human Resources 8b 2511 |5 504.00
12 |Boller Mary Development ad 2544 |5 501.00
13 |Clark John Development 2c 2546 (S 508.00
14 |Chung Bob Development 8e 2547 |5 506.00
15 Decker Erica Accounting e 2665 |S 512.00
16 Barry Angela Accounting 3g 2667 |5 500.00
17 Chaffee  Adam Accounting 10a 2678 |S 503.00
13 \Donnell Susan Accounting 3d 2688 |5 514.00
19 Fern Elizabeth Accounting 10b 2700 |S 516.00
20 |Clark Anna Engineering 1lc 2770 |5 507.00
21 Clarke Joe Engineering 11d 2776 [$ 509.00
22 |Grant Sabrina Development 12d 2967 |5 519.00
23

Selecting a column to sort

2. From the Data tab, click the ascending command % 1to Sort Smallest to Largest, or the
descending command ilto sort Largest to Smallest.

3. The data in the spreadsheet will be organized numerically.

A | B | c | D | _E F

1 Last Name First Name Department Office Location Extension Bonus
2 Grant Sabrina Development 12d 2967 S 519.00
3 |Clarke Joe Engineering 11d | 2776) 5 509.00
4 |Clark Anna Engineering 11c 2770| 5 507.00
5 |Fern Elizabeth  Accounting 10b 2700( & 516.00
6 Donnell Susan Accounting 3d 2688( 5 514.00
7 Chaffee Adam Accounting 10a 2678| s 503.00
8 |Barry Angela Accounting 3g 2667 5 500.00
9 Decker Erica Accounting 9e 2665| 5 512.00
10 |Chung Bob Development 8e 2547 5 506.00
11 Clark Jlohn Development 2c 2546( 5 508.00
12 Boller Mary Development &d 2544| 5 501.00
13 Chase Fred Human Resources 8b 2511 & 504.00
14 Ferris Jim Human Resources 3c 2478| 5 517.00
15 |Filosa Alexandra Facilities ab 2110( 5 518.00
16 |Ellis Janet Customer Service 2f 2109( 5 515.00
17 |Paul John Customer Service 2f 2109( 5 515.00
18 Sanchez  Barbara Tech. Support 2e 2099| 5 513.00
19 Comuntzis Mark Executive ba 2089 5 511.00
20 |Cole Daniel Accounting ac 2066| 5 510.00
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Sorting Multiple Levels

Another feature of custom sorting, sorting multiple levels allows you to identify which columns
to sort by and when, giving you more control over the organization of your data. For example,
you could sort by more than one cell color (such as red, then yellow, then green, to indicate
different levels of priority); or, as seen here, sort students by homeroom number, then by last
name.

To Add a Level:

1. From the Data tab, click the Sort command to open the Sort dialog box.

2. Identify the first item you want to Sort by. In this example, we will sort Homeroom #
from Smallest to Largest.

3. Click Add Level to add another item.

r N
Sort [P ||
%1 Add Level l ’ X Delete Level ] ’ =3 Copy Level ” Options. .. My data has headers

"y
Column Sort On Order
Sortby | Homeroom = E Values E Smallest to Largest E
[ CK ] [ Cancel ]

Adding a level

4. ldentify the item you want to sort by next in the example shown below: Sort on Last
Name from A to Z.

Choosing criteria for a second level
i

Sort L2 )
....J%l Add Level ] ’ )( Delete Level ] ’ 23 Copy Level ” B My data has headers

Column Sort On Crder
Sortby  |Homeroom = IE' Values IE' smallest to Largest IE'

Thenby || astName IE' Values IE' AtoZ IE'

Homeroom #
First Mame

Last Mame I
Payment
T-5Shirt Calor

T-5Shirt Size
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5. Click OK.

6. The spreadsheet will be sorted so that homeroom numbers are in order, and within each

homeroom, students are listed alphabetically by last name.

A B C
1 Homeroom # First Name Last Name
2 105 Mathan Albee
3 105 Christiana Chen
4 105 Sidney Kelly
5 105 Derek MacDonald
6 105 Melissa White
7 105 Esther Yaron
g8 (110 Kris Ackerman
9 110 Matt Benson
10 (110 Gabriel Del Toro
11 110 Regina COlivera
12 135 Anisa Maser
13 135 James Panarello
14 (135 Lia Richards
15 (135 Jordan Weller
16 (135 Chantal Weller
17 (135 Alex Yuen

Sorted by multiple levels

Copy Level will add a level by duplicating the one you have selected, and allowing you to
modify the sorting criteria. This is useful if you need to sort multiple levels that share some

criteria, such as the same Column, Sort On, or Order.

To Change the Sorting Priority:

1. From the Data tab, click the Sort command to open the Custom Sort dialog box.

2. Select the level you want to re-order.

3. Use the Move Up or Move Down arrows. The higher the level is on the list, the higher its

priority.
i -
Sort | D e
’ .._.'-!%1 Add Level ] ’ )( Delete Level ] ’ =3 Copy Level ” B [ Options... My data has headers
Column SortOn Move Up (Ctrl+Up .itrrcw]|
Sortby  |Homeroom # |E| Values | =] |5mallest to Largest |E|
T-5hirt Size EI Values EI small, Medium, Large, X-Large |E||
Thenby | ast Name |E| Values |E| AtoZ |E|
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4.

Data

Changing the sorting priority

Click OK.

Integrity

Restricting Cell Entries to Certain Data Types
1. Open the file that contains the data you wish to use restrict.
2. Select the Cells

| D3 - fe| 36
A B C o E F
2 |Last Name First Name Job Title Hours Insurance
3 | Barnhill losh Billing Clerk 36
4 |Bourne Stephanie Physician 36
5 |DaSilva Sergio Physician Assistant 36
& |Delaney Aidan Receptionist 20|
7 |Dellamore Luca Medical Assistant 36
8 |Giest Jim Office Manager 40|
9 |Hamilton David Medical Assistant 36
10 |Hensien Kari File Clerk 20
11 |Hoeing Helge Medical Assistant 36
12 |Holliday Nicole Physician 36
13 Kane John Registered Nurse 30|
14 |Kane John Registered Nurse 30|
15 Kennedy Kevin File Clerk 15
16 |Laszlo Rebecca Physician 36
17 | Metters Susan Billing Clerk 25
18 | Metters Susan Billing Clerk 25
18 |Moore Bobby File Clerk 15
20 Moreland Barbara Billing Clerk 20|
21 |Munson Stuart Referral Specialist 36
22 |Murray Billie lo Medical Assistant 36
23 Poland Carole Nurse Practitioner 25
24 |Simon Britta Administrative Assistant 36
25 |Trenary lean Registered MNurse 30|
26 |Valdez Rachel Receptionist 30|
27 \Wang Jian Referral Specialist 36
28 |Wilson Dan Physician 36
29

3. Onthe Data Tab, in the Data tool group, click Data Validation.

4. On the Settings tab of the Data Validation dialog box, click on Whole number

Allow box.

in the

5. Type in a number for the Minimum box and another number in the Maximum box.

Farmulas

Data

Connections

Employee Data - Microsoft Excel

Review View

A BZ h l.:_ Clear
2 |Zz[a ! ,
s Reapply

==
=

L

E_g =4 Data validation=| | ®IF V’,drﬂ
=L Data Validation... F iz

ngroup Subtotal

et SEe =
Refresh __ :I_-L_I_j" i‘L Sort Filter Textto Remove :__? : :
Allx == Edit Links 7 Advanced || cojumns Duplicates| 55 Circle Invalid Data
Connections Sort & Filter Dat %‘3 Clear Validati
|36
_ C lwan E e G H
Job Title Hours Insurance
Billing Clerk 36
Phy=ician 36
Physician Assistant 36
Receptionist 20
Medical Assistant 36
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Data Validation

Settings |InputMessage Error Alert

WValidation criteria

Allow:
|Whnle number " | Ignore blank

Datka:

|between “ |

Minirmarn:
5
Mazirnurn:
(70l

{Cudl

%{I

o
il

(o ][ ow

6. Click on the Error Alert tab. Type in text into the Title box.

7. Click in the message area box and type in the “error message”
8. Click on OK when finished.

9. To test that your validation rule see if it is working fine.

10. Enter a number greater or smaller than the range you specify.

4+ Depending on what you choose for the style you will get different results:
= Stop

Q

=  Warning

AN

= |nformation
Ry
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Lar Sl It would NOT allow you to enter any
CError Alet other number that is not within the range
"""""""""""""""" of accepted numbers. Retry to enter new

number or cancel to keep original number

Show error alert after invalid data is entered

When user enters invalid data, show this error alert:

ST Title:
| Stop A | | Stop |

Error message:

Check vour input, Only enter
numbers between 5 and 70,

@ 6 Check vour input. Cnly enter numbers between 5 and 70,

uetrv | ’Cancel ] ’ Help l
ok | [ cacel || ItWOULD allow you to enter any other

number that is not within the range of

Data Validation accepted numbers by pressing Yes to
continue. If you choose NO it would
prompt you enter another number (cell
highlighted in black). Click on Cancel to
keep original number.

Settings | Input Message | Error Alert

Showe error alert after invalid data is entered

When user enters invalid data, show this error alert:

Skyle: Title:

|Warning w | | BEop |
Errar message:

Check vour input. Only enter
numbers betwieen 5 and 70.| \-., Check vour input, Only enter numbers between 5 and 70,

AN

Continue?

Yes E......N.D | [ Cancel ] [ Help

0K l[ Cancel ]

It WOULD allow you to enter any other
settings | Tnput Meseags | Error Alert number that is not within tr_\e range of_

accepted numbers by pressing OK. Click
[ Show erfor alert arker irvaid daka is entered on Cancel to keep original number.

Data Validation

hen user enters invalid daka, show this error alerk:

Skl Title:

| Creating Filters
Click inside a table, and then choose Filter

in the Sort & Filter group of the Data tab.

Infarmakion W | | Stap

Error message:

Zheck your input, Cnly enker
numbers between 5 and 70,

b

-
-l ) Check. wour input. Only enter numbers bebween S and 70,

oc | [_conce 5] (e ] [Ceoe
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—"  Home Insert Page Layout Farmulas Data Review View
: = 1 L B —n |3l connections rer s & Clear == =i i =
i@ NN AT R
L l — l ' L %1 Properties = [ | “:., Reapply =& = l:h'
From From From From Other Existing Refresh o il Sort Filter e Textto Remove Data Consolidate '
|| Access Web  Text Sources~ | Connections || Al= == Edit Links 17 Advanced || Columns Duplicates Validation ~ A
Get External Data Connections Sort & Filter | Data Tools
| c3 (2 fe | 20 Filter (Ctrl+Shift=1)
| | A | B | (4 | D | E E G s ] e (] Enable filtering of the selected M
1| Kim Marc Carol Barry : cell
2 \Weekl 100 200 500 AD0 Once filtering is turned on, dick
| the arrow in the column header to
3_iweek2 500 20. 400 240 choose a filter for the column.
4 |\Week3 50 150 250 450
5 |Week4 650 500 400 200 =
6 Totals 1300 870 1550 1290
7| (@ Press F1for more help.
B 4
|
10|
eg|
12

Click the filter arrow beside the column heading for the column you want to filter.

21

3 L

=3
=

| =

[@ Connections
Zr Properties

From From From From Other Existing Refresh -
|| Access Web  Text Sources~ | Jonnections Ajl= == Edit Links |
Get External Data Connections Sort & Filter
c3 - (" £ | 20
1| \x|kim [+|Marc [~|carol [=|Barry [+]
2 Weekl 100 200 500 400
|
3 (Week2 S'DDI Zﬂ! 400 240
4 _WEEkB 50 150 250 450
5 Week4 650 500 400 200
6 Totals 1300 870 1550 1290
7
e
| ca - £ | 20
A B C D E F G H |
1 [»|kim [*|Marc [+]carol [7iarm—Ls]
3 Week2 300 20 400 240 Example of Carol
5 Week4 650 500 400 200 .
— filter for 400.
3
g
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Remove the check mark from Select All.

I c3 - £ 20 J= | 20
A B C D E F
1 Ekim - |Marc |~ | Carol @ [] E
3 week2 500 20 400 240 =
5 Week4 650 500 400 200 I:Erﬂll Earr',f E
7
0 | 400 240
3 |
' A00 200
A B C D E
1 .Kim .Marc .Carol .Barry E|
3 We ‘%l Sort Smallest to Largest 240
5 WeiZ|  sortLargest to Smallest 200
7 Sort by Color 3
E < Clear Filter From “Carol”  <€——o0
\ H H 113 ”
E X Click on Clear Filter from “Carol”(or what
10 .
i Mumber Filters 3 was use for the Flltel’).
12 v
13
14
15
16
17
138
19
20
21 [ 0K ][ Cancel
22
23
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