Lesson 2 Sorting of Tables

Sorting with the Sort & Filter Button.

Excel gives you the ability to sort of items, names or numbers. You can select which field or fields
you want to use for the sort, and whether to sort in ascending or descending order. The following
explains how to sort the first names in a table

1. Clickin the cell you want to use for sorting to make it an active cell. In the example below
cell B1 has been selected to sort by Last Name 1
2. Onthe Home tab, click the Sort& Filter button.
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3. Select Sort A to Z. This will sort the list alphabetically by Last Name, since the active
cell was in the Last Name column.2
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4. The list is now sorted in alphabetical order by Last Name. 3
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Sorting with the Data Sort Menu.

Another way to sort in Excel is with the Data Sort menu. The following explains how to sort by the
Last Name using Data Sort.

1. Click the heading labelled Last to select the Last Name column 4
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2. From the data tab, click the Sort button. 2

=] Show Queries |—"-_ ElConmections | 5§78 T Liea B T i R/}
i ! £ o |E3E e =k g L
= = |24 From Tabla e Pioy c - Respy Z §A Y
Gal Barernal  Mew : Refreah £ Sort Filer - -1 £ o Vhatdf Foresod
Dats=  Owery < L5 RECERT Soure Ml RILRR b Ranced | Colgas —® 0 S0 Analweis - Sheot
et A Tpanalaen Cafm il s <l A Fikwi il Trenls sl 2

uoLIVEWORKSHEETS



3. The Sort dialog box appears. Select the column heading that want to sort by from the Sort

by field. 3
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5.

In the Sort On drop-down, make sure Values is selected.
In the Order, drop-down select A — Z to sort your data by alphabetical order. 4
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6. Click Ok. The data will be sorted by alphabetical order.
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Formatting

Formattin as a Table

With Excel you have the ability to format as atable. With these letters,you ay readily organize,sort
and filter your data while also easily making your cells isuallun appealing. The following explains how
to format your data as a table.

1. Select the desired cell range that you wish to format as a table 1
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2. Click the Format as Table button located on the Home tab on the ribbon. 2
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3. Inthe drop-down that appears, select your desired Table style. 3
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4. Inthe Format as Table window, the cells you selected in Step 1 will appear. 3
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5. The data will be formatted as a table according to your specifications. 4
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Conditional Formatting

Conditional formatting is a very useful too that will allow you to automatically format your data in
order to provide a useful way to visualize information and make your worksheet easier to
understand . With conditional formatting, you will be able to apply formatting such as different
colours to one or more calls based on cell value. The following explains how to apply Conditional
Formatting to your spreadsheet.

1. Select the desired cell range tha you wish to apply the conditional formatting rule. 1
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2. From the Home tab, Click Conditional Formatting. 2
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3. Inthe drop-down menu, hover your mouse over Highlight Cell Rules to display conditional

formatting types.3
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4. In this example we want to highlight those values greater than $5000. To do so, click the
Greater Than option. 4
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5. Inthe Greater Than box that appears, enter the desired value into the field. In the example
enter $5000. 5
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6. Inthe formatting style drop-down, select your preferred highlight colours.6
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7. The conditional formatting style will be supplied to the selected cells. 7
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Removing Conditional Formatting.

The following explains how to remove conditional formatting from your entire spreadsheet.

1. From the Home tab, click Conditional Formatting.1
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2. Adrop-down box appears. Hover your mouse over Clear Rules to view a list of option for
removal of rules. 2
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3. Toclear rules from the entire sheet, click Clear Rules from Entire Sheet. Your Conditional

Formatting rules will be cleared.3

Questions

1. Explain the steps of formatting the table.
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2 .Explain the steps of Conditional Formatting.

3.Explain the steps to remove conditional formatting.
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