Excel 2003—Working with Tables

Sorting Data in Excel

Highlight the desired cells and select Data > Sort

nSort by

Ascending
Descending

* Ascending
" Descending

-
1) Select the criteria for the sort. Up to three columns/rows may be selected Then by
2) Select sort order | |
Ascending from lowest to highest number or alphabetical Then b
Descending from highest to lowest number or reverse alphabetical |v—;|

Select the first row as the header row, if the first row is not to be included as
My data range has

&+ Ascending
" Descending

part of the sort

" Header row

' Mo header row

4) Click Options to format the sort
Cpkions... | (o4 I Cancel |
5) Select Normal, to format in ascending or descending order L 2]
(or to select a list in the Excel library to sort in that sequence, see next page) First key sort order
. . . M oK
6) Select Case sensitive for sorting with lower case and upper =l \—I
case differences n' Case sensitive Cancel |
7) The Orientation options allows for sorting on columns vs rows. Use Sort top ':f”ta“m
to bottom for columns, use Sort left to right for rows et o U liakicny
% Sort [ft to right
. . Date Visited ;ITitIe =
AutoFilter Optlons Sorthscendre 1708 CEO
11506 Assistant
. . B . o 10.) 1006 Director
Select a cell in the desired list then click o 13008 Associzte
Data > Filters > AutoFilters T thatcd e
: . . Vi 1238 2105 Anclyst
To view AutoFilter Options, select the drown down arrow on any of the Tioy Carett 21405 CEO
column heading cells Custorn Autorilter 2l
Show rows where!
. . . Fruits
1) Shows All the items in the list e 37 5
H i i & an “or
2) Shows only the Top 10 items in the list | e 0 .
3) Selecting Custom opens the Custom AutoFilter dialog box. Display the Lse 7t represent any il character
desired criteria by setting conditions on the list ey e ot
=
Creating Subtotal Rows ATE] : — ——
1
. , . , Ex
First, sort the data by the field that will define the sub-totals < o Ws Account a vatus
LAE x Am x| Norfolk 281
(Se'ect Data > Sort) ['5 |as C— = Nashuille 207,76
| 6 |aB gi & e in: Nashville 1210
7 |8 g I8 = Franklin 79.81
Select the cells/table to include in the subtotals and choose Data > T hmfovge o205
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€ ¥ Replace qurrent subtotals
b | Page break between groups
p ¥ summary below data

D emoveal | o Cancel
D.

Subtotals...

S

o

For At each change in: select the field that defines the subtotals, for Use
function: select the type of function and for Add subtotal to: select the field
to calculate

=

o]

=

|

=

@

MM oMM KKK KON R R KKK KR

9
b3

X} Godiather's Pizza

Select Replace current subtotals if any subtotals currently exist

Baton Rouge
Baton Rouge
Chattanooga

281
3347
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16.42
208.08
1,649.96
3347
796.08
n.Ir
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Creatlng CUStom LISts in Excel colr | International | save | Errurchnl Speling | Security |
Select IOOIS S thions from the main Menu Bar Cl:ta:vm"s!s:talcu\atmn | e 1;:::“ Trar: Custom Lists | chart
- MEW LIST Red
1) Select the Customs Lists tab 352351"“5*3%-“?3;35%“‘% Eﬂfw
2) The Custom lists dialog shows all the custom lists available for use in the T
Excel library. There are two methods for creating new lists o
3) To create a new list, select NEW LIST and enter the desired data in the List F
entries text area, then click Add to save the custom list in the Excel library.
The new custom list will show under Custom lists text area e s 3 o
4) To import the custom list from Excel cells, click the collapse button, this will
make the Options dialog box disappear and import Options dialog appear e Me=
5) The Options (Import list from cells) box becomes visible. The range of the options %]
. . . . . 5 TEREaI =
selected cells will be displayed in this field
6) Select the desired cells. n,;a:;fa;n‘af{h;‘a‘;a}a‘;
. . . . iCEO :
7) Click this button to return to the Options dialog box ice Presidert |
IWanager !
8) Click Import to save custom list to Excel library iorscr ;
\Assaciate Director H
9) To delete a custom list, select the list and click on the Delete button Yanalyst ;
Lo . . i . i EAssnclate Analyst E
To edit an existing list, select the list and make the changes in the List Entries osociae | :
area. When done making changes, click Add to save the changes in the Excel
library.
B
. . First key sart arder
Sort Data Using a Custom List Sort Order Bl [crarman of the bomr, ceo, veelw] [ ok |
Follow steps one through four in section Sorting Data in Excel Mormal =
. . . . Sun, Maon, Tue, Wed, Thu, Fri, Sat” Cancel |
5) Select the desired custom list from the Excel library to sort in that sequence Sunday, Monday, Tuesday, Wedn
Continue with steps six and seven in section Sorting Data in Excel i:gugff:;*;;u:f; m::‘;hf”;p;ﬂf';
\Red, ‘Yellow, Pink, Green, Purple, ©

Conditional Formatting:
Highlight Entire Row Using Alternating Row Colors

B Select the cells to format based on the condition(s)

B Choose Format/Conditional Formatting from the menu

B Create the Condition(s) as shown, and defining the desired Format...
[ |

In this example, both row colors have been defined. It is not necessary to
define colors for both rows

15 =] FMOD(ROW(),2)=0 =]
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Keyboard shortcuts

To do this Press To do this Press
Select touching data (a table) Ctrl-A Filter Ranges
iol’t gﬁtlons 2:: B ? - In the cell that contains the drop-down arrow, displays ALT + Down Arrow
Subc; l <Iar ETHEE] the AutoFilter list for the current column.
IOEIE _ " Selects the next item in the AutoFilter list. Down Arrow
Convert Table to List Alt, D, |, C Selects the previous item in the AutoFilter list. Up Arrow
View Custom Lists Alt, T, O, Ctrl-Tab to Custom Closes the AutofFilter list for the current column. ALT + Up Arrow
_ _ Lists Tab Selects the first item (All) in the AutoFilter list. Home
Pick From List Right-Click, K Selects the last item in the AutoFilter list. End

Filters the range based on the item selected from the Enter
AutoFilter list.




