
Lesson 08 

 

Sorting and Filtering  



Sorting data helps you quickly visualize and understand your 

data better, organize and find the data that you want, and 

ultimately make more effective decisions. sorting facility in 

Excel is particularly appropriate for changing the 

order in which records are listed. 

You can sort data by text (A to Z or Z to A), numbers (smallest to 

largest or largest to smallest), and dates and times (oldest to newest 

and newest to oldest) in one or more columns. 

Sorting Data 



Sorting Data 

• a) Select a cell in the list within the column by 
which you want to sort. 

 

• b) Click the Sort Ascending or Sort Descending 
button from the data ribbon, sort & Filter group 



To perform a multi-level sort: 
a) Click within the data to be sorted. 

b) Choose Sort, button from the data ribbon, sort & Filter group The 

following dialog box will appear 

in which from which you may specify the Sort fields and the Sort order. 

c) From the Sort By drop-down list, select the field you want to use as 

the main sort order. 



d) Select from the next drop down list what you want to sort on by default 

this will be the data (values) 

e) Select the Ascending or Descending from the drop down list depending on 

which order you wish the data sorted in. 

f) Select add level 

g) Specify any sub-sorts using the Then By drop-down lists to pick the 

subsequent fields to sort by when 

duplicates occur in the main sort field. 

h) You may add many levels to your sorting of data. If you wish to reorder 

your sorting levels use the reorder 

buttons by selecting a level and moving it up or down 

i) If you have an incorrect level in your many sort orders. Select it and click on 

delete level. 

j) Click OK. to apply sort orders 



Filtering a List 

When you filter a list, you display only the sets of data that 

meet a certain set of search conditions called criteria. The 

AutoFilter feature enables you to specify those search 

conditions from the list. 

When you use the Data, Filter, AutoFilter command, drop-down list arrows are 

displayed next to each of the column labels in the list. When you open a drop-

down list, a list of all the unique entries for that column is displayed.  

By selecting one of the entries from the drop-down list, called a filter criterion 

you instruct Excel what to search for. Then Excel filters the list so that only the 

sets of data that contain the entry you selected will be displayed.  



a) Place the active cell anywhere within your list. 

b) Click the filter option from the Sort & Filter button 

on the home ribbon in the editing group 





To run an advanced filter 

a) Click within your data list 

b) Choose advanced , button from the data ribbon,        
sort & Filter group. 

c) The following dialog will be displayed 



Create a Chart 

 To create a line chart, execute the following steps. 

1. Select the range A1:D7. 

2. On the Insert tab, in the Charts group, choose Line, and select 

Line with Markers. 

 



Chart Title 

 To add a chart title, execute the following steps. 

1. Select the chart. The Chart Tools contextual tab 

activates. 

2. On the Layout tab, click Chart Title, Above Chart. 

 



Legend Position 

 
• By default, the legend appears to the right of 

the chart. To move the legend to the bottom 

of the chart, execute the following steps. 

• 1. Select the chart. The Chart Tools contextual 

tab activates. 

• 2. On the Layout tab, click Legend, Show 

Legend at Bottom. 

 



Data Labels 

 

• You can use data labels to focus your readers' 

attention on a single data series or data point. 

1. Select the chart. The Chart Tools contextual tab 

activates. 

2. 2. Click an orange bar to select the Jun data 

series. Click again on an orange bar to select a 

single data point. 

3. On the Layout tab, click Data Labels, Outside End. 

 



Thank You 




