Microsoft Excel 2007
Lesson S: Organizing and Viewing Selected Data
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Open Example.xlIsx if it is not already open. B o e P 15
poste o | (B2 0 -|[@ ][O A~ $ - %+ 3| Conamono
- armatting
. . Clipboard & Font i Alignment i Number il
Click on the Example 2 tab to see a list of names, T — e Frampie Viothest 7
addresses, and gifts, which we will use in this lesson. i Eama Wiliaheet 2 £ D £ F
. . . . 7
This list is relatively small — only 26 records, but 3 Fistame  LostName et ciy Sae it
. . . 4 | Carry Cage 22 Lincoln St Duluth MN § 1000
everything you learn in the lesson also applies to L I
: ot : 7 |Lucret F 82 N. Birch A Charlattesvill SC § 240.00
much larger lists. It may be trivial to organize and o e ot v e Ta e i 25250 00
. o 9 |Ronald Gleason 324 W. dth Ave St Paul N § 840.00
find data if a spreadsheet has 26 records, but not if it 0By Gloon  149W B9RS  Gofiey sC 5 a2
11 |Max Heacock 991 Elderberry Dr Spartanburg sC § 12550
12 B J 4789 Last L. Columb L $1.260 00
has 2600 of them. B e m "
14 |Alfred Main 789 Washington St Decatur L § 5000
15 Fred Mann 983 E. Fammeil Spartanburg sC § 200.00
16 |Sophia QOggerund 56 Jefferson Ave LaCrosse wi § 1000
17 |Laura Palmer 47 8th St Wenticsllo L § 250.00
18 |Sam Palmeria 1 Magnolia St Buffalo NC § 5000
19 |Harry Poindexter 777 Gerard St Atlanta GA § 10,00
20 | Susan Putman 110 Allred Blvd Charlotte NC § 7800
21 | David Ramey 455 S 19th St Alanta GA § 100.00
22 |Ophelia Rassmussen 478 E. Elm St Spartanburg sC § 2500
23 Susan Samson 54 Terrace Ct Middleton Wi § 8455
24 |Temrence Smith-Jones 839 Forman St Philadelphia NC § 12000
25 | Caroline Steck 297 Hickory Ashland wi § 100.00
26 |Matthew Thomas 45 Travers Circle Grier sC § 100.00
27 Cathy Whimsy 4555 Broadway Anderson sC $1.000.00
28 Nancy Wolff 723 Harriman Valhalla sC § 360.00
29 | Tom Zimms 4444 E. Samuels Hickory NG § 400.00
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Sorting Data
Frequently spreadsheets are used to A B c D E F
manipulate and analyze data. One 5 (cxemele Worksheot 2
common task is to reorder the data. 3 |First Name Last Name Street City State Gift
4 |Carry Cage 22 Lincoln St Duluth MM 5 10.00
As an example, suppose we would 5 |pick Crems PO Box 34999 Athens GA $3,000.00
hk h d b d 6 |Bill Dithers PO Box 456718 Charleston SC 5 400.00
e to sort the records by state and, 7 |Lucretia Fox 82 N. Birch Ave Charlottesville sc § 24000
thi 1 g |Jeremy Gleason 324 W_ 4th Ave St. Paul MM $5,550.00
Wlthll'l a given State’ by laSt name. 9 |Ronald Gleason 324 W._ 4th Ave St. Paul MM § 840.00
10 [Bryan Gleason 749 W. §9th St Gaffney SC 5 4429
. . 11 [Max Heacock 991 Elderberry Dr Spartanburg SC 5 12550
The first thing you must do is select 12 [Brian Jones 4789 Last Lane Columbus IL §1,250.00
13 [ohn Jones 104 Main St Greenville SC $1.000.00
the data you want to sort. Place the 14 |Alfred Main 789 Washington St Decatur IL 5 50.00
1 15 |Fred Mann 983 E. Fammeil Spartanburg SC 5 200.00
cursor on Cell A3 HOldlng the 16 |Sophia Oggerund 56 Jefferson Ave LaCrosse Wi 5 10.00
mouse key down, sweep the cursor 17 |Laura Palines 47 Bth St Monticello L 5 25000
18 |Sam Palmeria 1 Magnolia St Buffalo NC 5 50.00
over to cell F3 and then down to cell | 19 |Hary Poindexter 777 Gerard St Atlanta GA 5 10.00
: 20 [Susan Putman 110 Allred Bivd Charlotte NC § 78.00
F29 The SeleCted CCHS are Shaded m 21 [David Ramey 485 S 19th St Atlanta GA 5 100.00
gray_ 22 |Ophelia Rassmussen 478 E. Elm St Spartanburg SC 5 25.00
23 |Susan Samson 54 Terrace Ct Middleton Wi 5 8455
24 |Terrence Smith-Jones 839 Forman St Philadelphia NC 5 120.00
25 |Caroline Stock 297 Hickory Ashland Wi 5 100.00
26 |Matthew Thomas 45 Travers Circle Grier SC 5 100.00
27 |Cathy Whimsy 4555 Broadway Anderson SsC $1.000.00
28 [Mancy Wolff 723 Harriman Valhalla SC § 360.00
29 [Tom Zimms 4444 E_Samuels Hickory MNC 5 400.00
30
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Choose Sort in the Data ribbon. Formulas || Data || Review  view

|55] Connections || ]
Ei - o513 |
2T Properties
Refresh ZN Sort Filter
All- == Edit Links e
Connections Sort & Filtj

In the Sort window, make sure that the “My data has headers” box is checked. Choose State in
the “Sort by” list. The Order of the sort should be A — Z so that the data will be sorted in
ascending order.

[fert i |

‘-Fgl Add Level }( Delete Level 52 Copy Level + W Options... ¥ My data has headers

Column Sort On Order

Sort by Values j IA toZ j

Click on Add Level to add another level to the sort. In the “Then by” box choose Last Name
again in A — Z order.

2 2%
>< Delete Level 54 Copy Level ‘ @& o  Options... ¥ My data has headers
Caolumn | Sort On | Order |
Sortby  |state =| |values | |atoz =l
fhenby  [fastiame T v fvalues x| |rtoz [~
Click OK when you are A B C D E F
ready to sort the data. ; Example Worksheet 2
3 |First Name Last Name  Street City State Gift
4 | Dick Crems PO Box 34999 Athens GA $3.000.00
Th d 5 Harry Poindexter 777 Gerard St Atlanta GA 5 10.00
© records now are 6 |David Ramey 455 S. 19th St Atlanta GA 5 100.00
sorted in alphabetical 7 Brian Jones 4789 Last Lane Columbus IL $1.250.00
R I 8 |Alfred Main 789 Washington St Decatur IL 5 50.00
order by state. Within 9 Laura Palmer 47 Bth St Monticello IL $ 250.00
each state, the records 10 Carry Cage 22 Lincaln St Duluth MN §  10.00
are sorted by donor’s last 11 Jeremy Gleason 324 W 4th Ave St. Paul MM 55.550.00
12 Ronald Gleason 324 W dth Ave St. Paul WM 3 B840.00
name. 13 |Sam Palmeria 1 Magnolia St Buffalo NC § 5000
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Note: If the sorting process did not work out like you anticipated you
always can click on the Undo icon to undo the sort.

Filters
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Sorting data puts it in order, but leaves all of it displayed on the worksheet. This is not desirable
if you want work with a subset of the data — why look at 2600 records if you only care about 50
of them? Filtering solves this problem because it shows the data you want and hides anything

you don’t want.

Suppose that we would like to see only donors from Spartanburg,
South Carolina. Place the cursor on the word “State” in row 3.

In the Data ribbon, click on the Filter icon.

You will see buttons with triangles appear along with each heading
in the worksheet.

Click on the triangle by the State heading and select SC in the pull-
down list. When you click on SC, you will see only the records of
donors living in South Carolina.

A B C D E F

1 |[Example Worksheet 2

2

3 |First Name ~ | Last Name| * | Street ~ | City 'IState v‘f_lGift h
17 Bill Dithers PO Box 456718 Charleston SC 5 400.00
18 | Lucretia Fox 82 M. Birch Ave Charlottesville sC 5 240.00
19 |Bryan Gleason 749 WW. 89th St Gaffney sC 5 4429
20 Max Heacock 991 Elderberry Dr Spartanburg sC 5 12550
21 |John Jones 104 Main St Greenville sC $1,000.00
22 Fred Mann 983 E. Fammeil Spartanburg sC 5 200.00
23 Ophelia Rassmussen 478 E. Elm St Spartanburg sSC 5 2500
24 Matthew Thomas 45 Travers Circle Grier sC 5 100.00
25 Cathy Whimsy 4555 Broadway Anderson sC $1,000.00
26 Mancy Waolff 723 Harriman Valhalla SC 5 360.00
30
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Next click on the triangle by
the City heading and choose
Spartanburg.

Removing Filters

To remove a filter for a particular
heading, choose “Clear Filter
from” from the pull-down list for
that heading.

To remove all filters, choose click either on the Filter or the
Clear icon. Clicking on “Clear” will remove all the filters you

have applied, but will leave the filtering drop-down lists by
each heading. Clicking on “Filter” also will remove the drop-

down lists.

Number Filters

Suppose that you would like to see all donors who
have given more than $200. Again, click on Filter on
the Data ribbon. Select the Gift pull-down list.

In the pull-down list, select Number Filters and

Greater Than. ...
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1 |Example Worksheet 2
2
3 |First Name ~ |Last Name| ~ | Street = | City v‘?IState v‘f_lGift A
20 |Max Heacock 991 Elderberry Dr Spartanburg sC § 12550
22 |Fred Iann 983 E. Fammeil Spartanburg sC 5 200.00
23 |Ophelia Rassmussen 478 E. Elm St Spartanburg sC F  25.00
30
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1 |[Example Worksheet 2
2
3 |First Name ~ | Last Name| ~ | Street State v‘TIGift 2
20 Max Heacock 991 Eldert 4] sortato C $ 12540
22 Fred Mann 983 E. Fa|z sC § 200.00
SortZto A
23 |Ophelia Rassmussen AT8E. EifAY 2t sc 5 25.00
30 Sort by Color 3
Ell W Clear Filter From "City’ I
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34 Text Filters 3
35 V[ [ (Select Al
36 Iil
Data Review View
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ctions Sort & Filter
Data Review View
onnedtions | & | [A7z] =] ] ﬂDataVal\dation = e
al [ T ke
perties ZA Reapr == g Fia Consolidate E
%) sor Filter Textto Remaove . X o
£ YfAdvar'lced Columns Duplicates =2 What-If Analysis ~ || [
tions Sort & Filter Data Tools
D E F G H
~| City ~Istate  [~[Gitt v] [ 1
Athens 4] sort smallest to Largest
Atlanta z
Atlanta Al Sort Largest to Smallest
Columbus Sort by Color 3
Decatur
Monticello >
Duluth :
St.Pau [
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Enter 200 in the Custom Autofilter window and click on 2l
OK Shiow rows where:
Gifk
Iis greater than j |2DD ﬂ
& and  or
| | | =
Use 7 bo represent any single characker
Use * to represent any series of characters
. ITI Cancel |
You should see only donors A | B ] c D | E F L]
. 1 |Example Worksheet 2
who have given above $200. 2 '
| 3 |First Name ~ |Last Name ~|Street =|City =|State =|Gift -
| 4 |Dick Crems PO Box 34999 Athens GA § 300000
| 7 |Brian Janes 4789 Last Lane Columbus IL §  1260.00
| 9 |Laura Palmer 47 Gth St Manticello IL ] 250.00
| 11 | Jeremy Gleason 324 Wy, 4th Ave St. Paul hAl §  6550.00
| 12 |Ranald Gleasaon 324 Wy dth Ave St. Paul s 5 840.00
. . . . | 16 | Tom Zimms 4444 E. Samuels Hickory NC 5 400.00
At this point click on the Filter |17 g Dithers PO Box 456718 Charleston sC § 40000
: 18 |Lucretia Fox 82 M. Birch Awe Charlottesville SC § 240.00
icon to remove the filter. | 21 | John Jones 104 Main St Greenville 5C § 100000
| 25 | Cathy Whirmsy 4555 Broadway Anderson SC § 1,000.00
| 26 |Mancy Walff 723 Harriman “alhalla C b 350.00
30
Subtotals
. Example_Revised.xlsx [Compatibility Mode] - Microsoft Excel -BX
Instead of filtering the data,
. Review View W - T X
suppose that you would like to _ —= = = — - =
. . Connections Al fafz ]_? % g4§ =4 Data Validation ~ | % Group ~ iE
display the data separated into X Zv Z]a " Reapply || EE2 W 5 [ Consolidate -
. . Zl sort Filter Textto Remaove . .
categories -- gifts from each state, % Advanced || Columns Duplicates = What-If Analysis -
fOI‘ example ctions Sort & Filter [ata Tools £l
' Subtotal
. . D E F G H Total several rows of _relate
Select a Cell Somewhere Wlthll’l the MR L
subtotals and totals for th
data and choose Subtotal from the City State Gift sclected cells
. Ath GA $3,000.00
Data I‘lbbon. Atlaenrlg on s 1000 (@) Press F1 for more help.
Atlanta . & 100.00
Columbus IIL _l b 1.250.00
Decatur 5 50.00
Monticello IL § 250.00
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Choose State from the “At each change in:” list.

[Subtotal 2l
Al each change in:
Use the Sum function. ; -
Use function:
ISum j
Add subtotal to:
I First I -
rLg:tN:nT: =l
I street
. ™ City
Click on OK. I~ state
I~ - |
¥ Replace current subtotals
™ Page break between groups
¥ summary below daka
Remove Al | oK I Cancel
You now should see that the |73 A B c D E F
information for each state J-{Fxample Worksheet 2
has been separated by arow | 3 [FirstName LastName Street City State Gift
.. . ic rems 0x ens ,000.
4 |Dick C PC Box 34999 Ath GA $3.000.00
containing the total gifts for 5 Hary Poindexter 777 Gerard St Atlanta GA 5 1000
- | 6 |David Ramey 455 S 19th St Atlanta GA $ 100.00
that state. =T GA Total $3.110.00
[ - | 8 Brian Jones 4789 Last Lane Columbus IL $1,250.00
9 |Alfred Main 789 Washington St Decatur IL 5 50.00
- | 10 |Laura Palmer 47 8th St Maonticello IL 5 250.00
= n IL Total $1.550.00
[ - | 12 Carry Cage 22 Lincoln St Duluth MM 5 10.00
13 |Jeremy Gleason 324 W 4th Ave St. Paul MM $56,550.00
-+ | 14 |Ronald Gleason 324 W 4th Ave St. Paul MM 5 840.00
= [15 MN Total $6.400.00
[ - | 16 | Sam Palmeria 1 Magnolia St Buffalo NC 5 50.00
17 |Susan Putman 110 Allred Blvd Charlotte NC 5 78.00
18 Termence Smith-Jones 839 Forman St Philadelphia NC 5 12000
= | 19 |Tom Zimms 4444 E. Samuels Hickory NC § 400.00
= |20 NC Total § 648.00
|'- 21 |Bill Dithers PC Box 456718 Charleston SC 5 400.00
REE A B E D E F
You also should see a new set of 1 {Example Worisheot 2
controls on the left of the worksheet. 3 |First Mame LastName  Street City State Gift
. . . . . 4 |Dick Crems PO Box 34999 Athens GA $3,000.00
A button with a minus sign is a Hide 5 Harry Poindexter 777 Gerard St Atlanta GA 5 10.00
. . . 6 |David Ramey 455 5. 19th St Atlanta i § 100.00
Details button. Click on the Hide 7 §3.110 00
. . § |Brian Jones 4789 Last Lane Columbus §1,250.00
Detalls button m the GA TOtal Trow. 9 |Alfred Main 789 Washington St Decatur IL §  50.00
10 |Laura Palmer 47 8th St Manticello IL § 25000
1 IL Total $1,550.00
12 Carry Cage 22 Lincoln St Duluth MM § 10,00
When you click on the Hide
. 3 123 A B c D E F
Details button in the GA I Exornie Workaheet 2
1 2
TOtal I'OV.V the G'eorgla 3 |First Name Last Name Street City ate jf
information is hidden, 4 [T
. - | 8 |Brian Jones 4789 Last Lane Columbus o
leavmg Ol’lly the GA Total 9 |Alfred Main 789 Washington St Decatur IL $  50.00
. - | 10 |Laura Palmer 47 Bth St Manticello IL § 250.00
ShOWIHg. L 141 U _Total LA EEN 0N

The button has changed to a plus sign, indicating that it now is a Show Details button. Clicking
on the Show Details button in the GA Total row will display all the Georgia information again.
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If you want to hide details for all

states, you can click on the T IExamale Workahoot2 €
numbered button directly above I ——
the Hide Details button. Clicking

on the 2 button will hide all
details as shown in the illustration
at the right.

[~
-

L[+ [+ [+ [+ [+

L

D E F

City State Gift
GATotal  § 3110.00
IL Total §  1.550.00
MNTotal  § 6.400.00
NCTotal  §  648.00
SCTotal  § 349479
WI Total § 19455

Grand Total § 15.397.34

Remove the subtotals by clicking on Subtotals again.

Click on Remove All to remove the subtotals.

Hiding Rows and Columns

[subtotal 2%

Af each change in:
fstate

KN

Use function:

L

ISum

Add subkotal to:
[ ity -

™ state
v Wj

¥ Replace current subkatals
[ Page break between groups
[V summary below data

|I Reemove All |I O I Cancel |

4

You also can hide rows and columns so they oo :
7)
do not appear on the worksheet. Suppose, for =

example, that you are not interested in seeing :'t

Microsoft Excel

Home Insert Page Layout Formulas Data Review View

_3 lj ﬁaa >4| ,:.:‘J _:'j' =3 width: | A

3] Height: |4

the Street addresses' Thevrnes Eﬁectsv Marvglns Orlenvtatlon Slfe :rrelgt' Brevaks Background 'E;;I\ZE é] —
Themes Page Setup (L] Scale to
. .. c1 - fe Arial 110 v AT AT % v %oy
Select the entire Street column by clicking on £ B L= h Bye A
" 9’9 F‘i] Example_Revised.xlsx [Compatibility Mode] - — o el
the cell labeled “C. A B c 1 n =
1 |[Example Worksheet 2 & Cut
2 Sa | Copy
3 Fi_rst Name Last Name |Street B paste
4 Dick Crems PO Box 34999
5 Harmry Paoindexter  |777 Gerard St [EEEEEl:
6 |David Ramey 455 S_ 19th St Insert
7 |Brian Jones 4789 Last Lane Delete
8 |Alfred Main 739 Washington -
9 |Laura Palmer 47 Bth St Clear Contents
3 3 10 | Carry Cage 22 Lincoln St % Format Cells..,
Right-click on the selected column and choose [ Z0,  Gllor  foaswi sthive ooon
i 1 12 |Ronald Gleason 324 W. 4th Ave
Hlde n the meny that pOpS up' 13 |Sam Palmeria 1 Magnolia St s
14 |Susan Putman 110 Allred Blvd Unhide
15 Terrence Smith-Jones 839 Forman St PhiTadelphia RC
16 | Tom Zimms 4444 E. Samuels Hickory NC
17 Bill Dithers PO Box 456718 Charleston sc
18 Lucretia Fox 62 N. Birch Ave Charlottesville sC
19 |Bryan Gleason 749 W. 89th St Gaffney SC
20 Max Heacock 991 Elderberry Dr Spartanburg SC
24 loho oo 104 fiain St ol 1l iad

Excel: Organizing and Viewing Data 7
July 31, 2007




You should see that column C
seemingly has disappeared. In fact the
column merely has been hidden by
setting its column width to zero.

e

[T=R=- RN RS Y SV L RN

You can “unhide” a column by selecting the
columns on either side of the hidden one.

Click on the cell labeled “B” and then,
holding the Shift key down, click on the
cell labeled “D.” You should see that both
columns have been selected.

Right-click on the selected columns and
choose Unhide from the menu that appears.

Note: You can delete rows and columns by selecting the row or column, right-clicking on the

A B D E
Example Worksheet 2
First Name Last Name City State
Dick Crems Athens GA
Harry Poindexter  Atlanta GA
David Ramey Atlanta GA
Brian Jones Columbus IL
Alfred Main Decatur IL
Laura Palmer Manticello IL
Carry Cage Duluth MN
Jeremy Gleason St. Paul M
(B 9~ :
ES/E
— Home Insert Page Layout Formulas Data
nCoIors - B3 5 ﬁi i»—l ;
Fonts - 'J Ij | _:'-QJ
Themes Margins Orientation Size Print Breaks Background Print
- [O]effects - = = N e
Themes Page Setup
| B1 - ( f;| Arial  ~|10 ~| A" A
@J Example_Revised.xlsx [Compatibility Mod B I & - é N
A B [B] | |
1 |Example Wo ee & | Cut
g First Name |Last Name City B <
4 | Dick Crems Athen @B Paste
5 Harry Poindexter  Atlant Paste Spedial...
6 |David Ramey Atlant e
7 |Brian .Jones Colum
8 | Alfred Main Decat| | 2¢t€
9 Laura Palmer Monti Clear Contents
10 | Carry Cage Dulut % Format Cells...
11 |Jeremy Gleason St P Column Width
12 |Ronald Gleason St. Pg =
13 |Sam Palmeria Buffal Hide
14 | Susan Putman Charlg Unhide
15 | Terrence Smith-Jones PhiladErran__I | g

selected row or column, and choosing Delete from the list in the pop-up menu.
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Finding Data on a Large Worksheet

If you are working with a large data set, it may not be easy to scroll down and read all the
information to find a particular record you want. Luckily Excel will help you find words buried

somewhere in a worksheet.

Suppose that you want to find a particular donor with the last name “Samson.” Choose Find in

the Home ribbon.

f'/:;\‘- = 5 Microsoft Excel -8Xx
—Q/l Insert Page Layout Formulas Data Review View '!J)
—I
&‘j & Arial (10 -l S= = General M :hi‘ :{:EAEI ’_;'dl EiRlascit e ? Lﬁ
past o A== o m| | C d't=J | Format _cn S Evsm Find &
af : - 4 (B2 0B L. === e |8 - %o |5 F:rr:naltt‘fnr;a' as?';rglae' Stylees' IL;::IFormat' 2~ Fi‘ljter' 'Sler\]ect'
Clipboard ™= Font P Alignment F} Number = Styles Cells Editi &4 Find..|
| D17 - | Charlestan o0 Eeplace..
i%] Example_Revised.xlsx [Compatibility Mode] -mXx R CoTe--
A B e D E F G GoTo Sped
1 |Example Worksheet 2 Formulas
5 m
3 First N\ame LastName  Street City State Gift Comments
4 | Dick Crems PO Box 34999 Athens GA § 3.,00000 Londitiond
5 Harl.'y.r Poindexter 777 Gerard St Atlanta GA § 10.00 Constants
e . . 20
Enter Samson in the “Find what:” text window and g | regecs |
click on Find Next. rd ;oo ] -
Options == |
Find All I Find Mext I I Close
You will see the word “Samson” outlined in bold. This is T8 [Mancy LG 723 Hamman
trivial in a 26-record database, but a useful tool if there | <7 | Sophia Ongerund 56 Jeffersan Ave
| 28 |Susan Samson 154 Terrace Ct
are a lot of records. (29 Caroline Stock 297 Hickory
You also can do wild card searches. 2 x|
. e v . Find | Replace I
Enter Sam* in the “Find what:” text box. This s =
. ind what: ann* -
will find any word that has “sam” as the first I
three letters. Click on Find All
Options == |

You will see that Excel has found three records
containing “Sam,” “Samuels,” and “Samson.”
You can select the record you want on the list.
Clicking on it will send you to this record in
the database.
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Example 2
Example 2
Example 2

4444 E, Samuels
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