Sorting and Filtering Data

Microsoft Excel
Sort numbers
1. Select a cell in the column you want to sort.

2. On the Data tab, in the Sort & Filter group, do one of the following:

A
= To sort from low to high, click (Sort Smallest to Largest).

z
= To sort from high to low, click (Sort Largest to Smallest).

Filter a range of data

1. Select any cell within the range.

2. Select Data > Filter.
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3. Select the column header arrow | ™ !.

4. Select Text Filters or Number Filters, and then select a comparison, like Between.
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5. Enter the filter criteria and select OK.

Show rows where:
SalesAmount

|is greater than or equal to |E| |1UUD |Z|
@ And ) Or

|'rs less than or equal to |E| |?UUCI| |ZI

Use 7 to represent any single character
Use * to represent any series of characters
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Filter data in a table

When you put your data in a table, filter controls are automatically added to the table headers.

A
1 r
2 Chocolade i w2 | 4 1,782.0
3 Gumbar Gummibarchen % 507360 4§ 1,24520 § 2,05L 4 2,83558 4 1122555
4 Hawilaku 4 150560 4  &2000 & B3SO0 4 - & 305080
§ NuWuCa Mul-Mowgs:-Créme & 15320 4 86520 4 49350 § 1,551.80
§ Favioea § 158536 4§ 64608 § 1,849.70 & 9990 § 718015 & 1,795.04
7  Schoggi Chocolade & 175500 § 526800 § 219500 § L756.00 § 1097400 | 2,743.50
§ Soottish Longbreads & 126750 4 106250 & 459250 & 1,935.00 & &,757.50 & 1,188.38
0 S Rcdney's Harmalsde § 425250 § 135080 4§ L7OLOD 4§ 73400 & 2,438.10
1] Ser Aodney's Soones § 141800 § 75600 § 1,73L.00 § L434.00 § 5MLO0 3 1,335.25
11 Tarte au sucre £ 472800 § 4547892 § 547230 4 601450 §  20,762E2
13 Teabme Chocolste Siscuits € 943,89 4 34550 §  B4LBO 4 F0470 & 237995
13 Walkonen suklaa 5 B4EO0 § 3g588 § %4250 § 217344
14 Zaanse koeken § BI7.00 4 ZB5SS §  GGE.B0 § 115900 § 2,550,75 | &
15 Total 521100275 $22,065.51 $17,964.86 $15,700.99 & BO0094.11 % L626.42

1. Select the column header arrow (=) for the column you want to filter.

2. Uncheck (Select All) and select the boxes you want to show.


https://support.microsoft.com/en-us/office/create-and-format-tables-e81aa349-b006-4f8a-9806-5af9df0ac664
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3. Click OK.

The column header arrow L™/ changes to a =f/Filter icon. Select this icon to change
or clear the filter.

Google Sheets

Sort data in alphabetical or numerical order

On your computer, open a spreadsheet in Google Sheets.
Highlight the group of cells you'd like to sort.
If your sheet includes a header row, freeze the first row.

Click Data > Sortrange “ Advanced range sorting options.

If your columns have titles, click Data has header row.

Select the column you'd like to be sorted first and choose a sorting order.
e To add another sorting rule, click Add another sort column.

7. Click Sort.
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Filter your data
Important: When you add a filter, anyone with access to your spreadsheet will see the filter too.
Anyone with permission to edit your spreadsheet will be able to change the filter.

1. Onyour computer, open a spreadsheet in Google Sheets.
2. To create a filter, select an option:

e Select arange of cells, then click Data ” Create a filter.
e Right click on a cell or a range of cells, then click Create a filter.

3. To see filter options, go to the top of the range and click Filter = .


https://docs.google.com/spreadsheets
https://support.google.com/docs/answer/9060449
https://docs.google.com/spreadsheets

