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Microsoft Excel Tutorial

How to sort data

Microsoft Excel has a tool to help you easily sort your data in an ascending or descending
manner.

File Edit “iew Insert Formak  Tools  Data  Winc

heEdsm" &RV & B % =

212 v fre

A B i D
1 First Mame Last Mame State
2 Do2s4  Leslie Margan MG
3 o548 Adam Landen GA
4 00184 John Wood AR
5 To484  River Stanley KS
6 1848  Monty Wilkes T
7 M4897  Phoehe Kelso HI
5 B5411 Bridget Thornson e}
9 Do017  Jordan Taylar Wyl
10 08579 Penelope Bt MY
11 07949 Sandra Petterson OR
12

| |

13

Select all the data you need to sort. Excel will sort the data according to the information
in the starting column. In this case, the basis for the sort will be Column A.

A | B | C | D |
1 First Marme Last Name otate
2 00254 Leslie Morgan [
3 00543 Adam Landen 54,
4 00154 Jaohn Wiood A
5 00454 River atanley K3
b 01545 hlanty Wiilkes TH
7 |04357 FPhoebe Kelsao HI
g |85411 Bridget Thomsan hd
5 |ooo17 Jardan Taylar W
10 03879 Fenelope Brown MY
11 07945 sandra Fetterson oF
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Once you have selected the data, click on the appropriate button found in the tool bar.

A window  Help
@ = -Blz) @
D_liE Sort Ascending l—

The data is now arranged from the lowest number up to the highest.

A E | C | D |
1 First Mame Last Mame otate
2 Joooay Jardan Taylar 4|
3 00154 John YWiood AR
4 00254 Leslie hargan MC
5 |00454 River atanley K3
b 00543 Adarm Landen A,
7 |01843 Manty Wilkes T
o 04897 Phoebe Kelso HI
9 07943 Sandra Petterson ]
10 08879 FPenelope Browen P
11 85411 Bridiet Thorm=on (]

To sort the data by last name, you would need to move the Last Name column to column
A. One way to do this is to copy the entire column C.

A T RN 5
1 First Mame Last Mam % cut

2 (007 Jordan Taylor =0

3 00184 John oot RSPy |
4 o254 Leslie Morgan |EE Paste

5 (00454 River otanley Paste Special...

b (00545 Adam Landen

7 01848 Monty Wilkes Insett

g (04897 Phoebe Kelso Delete

89 (07949 sandra Fettersor et

10 (05379 Fenelope Brown =

11 85411  Bridget Thomsan Format Cells...
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Select column A, then right-click to see the menu. Click on insert.

N - C 5
1 ¥ cut t Mame otate
2 007 | lor WYl
3 |boie4 Copy od AK
4 00254 |FE, Paste gan M
5 |00454 Paste Special... hley KS
6 |00543 den [EF2N
7 [o1ds | Insert ces T*
g 04857 Delete =0 HI
19|:| ;gig Clear Contents tEr:SDn ﬁ,‘?
11 185411 | %' Eormat Cells. .. rson hADH

This will insert a column before column A. Paste the item you copied into the empty
column.

C ] E

1 First Mame Last Mame State

2 Jordan Taylar 4|

3 John YWWood AR

4 Leslie Margan MC

5 River Stanley K3

B Adam Landen GA

fi hlonty Wilkes T

& Phoehe Kelsao HI

5 =andra Petterson QR

1a Fenelope Brown MY

11 Brideget Thomsaon [}

Again, select the data you wish to sort.
A IE | C | D P E |

1 |Last Mame First Mame Last Mame State
2 |Taylar 00017 Jordan Taylor |
3 |WWood o184 John YWood Al
4 |Morgan Tio254 Leslie Margan M
5 |Stanley Tio4g4 River stanley (4=
E |Landen Tos45 Adarn Landen A,
7 [Wilkes T1845 Monty Wilkes TH
g |Kelso T4a97 Phoehe Kelso HI
8 |Petterson 7949 Sandra Petterson QR
10 |Brown Taa79 Fenelope Browen N
11 IThomson B5411 Bridoet Thamsan 1]
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Click on the appropriate sort button from the toolbar.

DEEHa8 GRY s o-az-4E a2 >

AL - A& Wood _
A [ B | C | D |5°r._t—DES,E—E”dﬂ}_

1 |Last Mame First Marme Last Mame State

2 [Wood T0124 Jaohn Wood A

3 [Wilkes 1845 Moanty Wilkes TA

4 |Thomson 55411 Bridget Thomsaon MO

5 |Taylor To017 Jordan Taylor |

b |Stanley T0454 Riwar stanley K3

7 |Petterson 7949 Sandra Fetterson ]

8 |Margan o254 Leslie Margan MC

9 |Landen 0543 Adam Landen A

10 |Kelso T4897 Phoebe Kelso HI

11 |Brown TiEe79 Penelope Brown Y

The items are now listed according to their Last Name.

You can now delete the extra column you created. To do this, select the column you wish
to delete. Right-click, then select Delete.

NN | C D E
1 fLastl ¥ oot First Mame  Last Name State
2 [WWood o John WWood Ak
3 [wilkd = <P Monty Vilkes ™
4 [Thom| B Paste Bridget Thomsan MO
5 |Taylo Paste Special. .. Jordan Taylor W
b [Stanl River Stanley K3
7 |Pette Insert =andra Fettersaon OR
8 [Morg | Delete |Les|ie Forgan e
9 |Lande Clear Conkents Adam Landen 5A
10 |KKelsa Fhoebe Kelso HI
11 |Brows B Eormat Cells... Fenelope Brown MY
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Hiding and Un-hiding cells

Select the columns or rows you want to hide.

A E | & | D |

1 First Mame Last Mame State

2 |[®la4  John YWood A
01548 tlonty Wiilkes i
%5411 Bridget Thomsan ]
%DDW Jaordan Taylar 4|
LDdBJl River stanley K3
e Frmend Petterson ]
b Cut Margan MG

g Copy Landen A

10 Kelso HI

Pask

B Beste Broswn MY

13 Paste Special...

13 Insert

14

T Delete

16 Clear Conkents

::é Eormat Cells. ..

10 Row Height...

2[| Hide

3, . nhide

Right-click on the row markers and select Hide from the menu.

A E | B | D |
1 1D First Mame Last Mame State
2 Do1s4 John Yoo A
9 T054a Adarn Landen G,
10 f4m97 Fhoebe kelso HI
11 08379 Penelope Birawen MY
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To unhide, follow the same procedure, and click on Unhide.

Microsoft Excel Tutorial

A, | B 63 o |
1 |ID First Marme Last Mame State
00184 John Yood Al
04D Aclnen Landen A,
10 db  cut Kelso HI
1 Capy Erown MY
::lﬁ Paste
14 Paste Special...
1 Insert
14
1] Delete
1 Clear Conkents
; Eormat Cells. ..
2 R Heighit. .
2 Hide
2 .
5 nhide
| B | C | D |
First Mame Last Mame state
John Wood A
MWoanty Wilkes Tx
Bridget Thomson %[0
Jaordan Taylor W
River stanley K2
Sandra Petterson oR
Leslie hargan M
Adarm Landen A,
10 04897 Fhoebe Kelso HI
11 08879  Penelope Eirwen MY
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Microsoft Excel Tutorial

This is a sample worksheet to help guide you to using formulas on Excel.

18
19

A B |

Travel Budget

Transportation {individual)
Air Transfers
Land Transfers
Sea Transfers

Accommodation {shared)
City Hotel
Country Inn

Food Allowance
Breakfast
Lunch
Dinner
Snacks

Cost
(total)

§ 399.00
F 199.00
% 99.00

b 459.00
§ 299.00

§ 100.00
§ 250.00
§ 400.00

+ 50.00

Total

Per Person

For Two

You would need to fill in the costs for the two columns: the cost per person and the cost

for two.
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In the Transportation section, the cost listed is for each passenger. You would just need to
copy the data in the cost column. To do this select the cell you want to fill in. Type in the

equal sign (=), then using your mouse, select the cell you wish to copy. Press the enter
key.

Travel Budget

Cost Per Person
(total)
Transportation {individual)
Air Transfers $ 399.00 § 399.00
Land Transfers 7 198.00 19900
Sea Transfers § 99.00|= I
Travel Budget
Cost Per Person
(tatal)
Transportation (individual)
Air Transfers $ 399.00 § 399.00
Land Transfers _ b 19900 F199.00
Sea Transfers 8 § 99 0ok =7
Travel Budget
Cost Per Person
itatal)
Transportation (individual)
Air Transfers § 399.00 § 399.00
Land Transfers 19900 F 19900
Sea Transfers $ 99.00 § 99.00
{ |

With this formula, the cell is instructed to copy the value inside the cell. This means that
when you change the cell under the Cost column, it will automatically reflect the change
in the Per Person column.

To perform simple formulas, you would have to use symbols that represent mathematical
functions. The plus sign (+) is for addition, the minus/dash/hyphen for (-) subtraction, the
asterisks (*) for multiplication and the slash (/) for division.
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Some examples:

The cost listed under the Accommodation section is for two persons. To get the cost for
one person, you would need to divide the Cost by two.

Accommodation {shared)
City Hotel § 499.00 § 249.50
Country Inn 1§ 299.001=C117] |

In the Food Allowance section, the cost listed is the cost per person for one meal. The
cost would have to be multiplied by the number of meals.

Food Allowance {cost per person, per meal)

Breakfast (3 times) § 1200 $ 35.00
Lunch (3 tirmes) b 25.00 § 75.00
| Dinner (2 times) I % 40.00/=C1672 |

To get the Food Allowance for two persons, you can either multiply the cost per person
by two or multiply the cost of each meal by the number of meals then multiply it into
two. You would have to put the first part of the equation inside a parenthesis () to
indicate that this should be done first.

Food Allowance (cost per person, per meal)

Breakfast (3 times) § 12.00 % 36.00|=(C14%3)72 |
Lunch (3 timeg) § 25.00 § 75.00
Dinner (2 times) § 40.00 § 80.00

You can easily replicate the same formula by copying the cell.

Cost Per Person For Two
itotal)
Transpertation {individual}
Air Transfers § 395.00 5 399.DEI| e 5
Land Transfers § 199.00 § 199.00 & cu i
Sea Transfers § 59.00 F 93.00 | Copy |
I

Select the cells you want the formula to be copied in, then click on paste.

Cost Per Person For Two
itotal)
Transportation {individual)
Air Transfers § 389.00 § 399.00 § 795.00
Land Transfers 19900 19800 § 398.00
Sea Transfers  99.00 F 99.00 ! 198.["]_
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To tally everything, you can use the AutoSum function. Select the area you want to add.

HE8 SRY 4k «- a[EF
05 - B =C5

A =) I D AutoSum
Travel Budget

Cost Per Person
(total)
Transpertation {individual)
Air Transfers § 399.00 § 399.00
Land Transfers § 199.00 § 199.00
Sea Transfars § 99.00 § 99.00
Accommodation {shared)
City Hotel F 499.00 F 249.50
Country Inn $ 299.00 $ 14950
Food Allowance {cost per person, per neal)
Breakfast (3 times) § 12.00 $ 35.00
Lunch (3 times) § 25.00 $ 75.00
Dinner (2 times) $ 40.00 $ 80.00
Total

The space at the end of each selection is where the AutoSum will display the answer.

Cost Per Person
(tatal)
Transportation {individual)
Ajr Transfers $ 3599.00 § 399.00
Land Transfers $ 199.00 § 199.00
Sea Transfers § 99.00 $ 99.00
Accommodation {shared)
City Hotel $ 499.00 F 24950
Country Inn $ 29900 $ 14950
Food Allowance {cost per person, per neal)
Breakfast (3 times) § 1200 $ 35.00
Lunch (3 tirmes) § 2500 $ 75.00
Dinner (2 times) § 40.00 $ 80.00

Total| $ 1,287.00

www.WebBreez.com



http://www.WebBreez.com/

Microsoft Excel Tutorial

Alternatively, you can type in =sum() in the cell.

Cost Per Person For Two
(total)
$ 399.00 § 399.00 § 795.00
$ 199.00 § 199.00 § 395.00
§ 99.00 § 99.00 § 195.00
$ 499.00 F 249.50 F 499.00
$ 29900 § 149.50 F 299.00
erson, per meal)
§ 1200 § 35.00 § 7200
§ 2500 § 75.00 $ 150.00
§ 4000 $ 80.00 § 24000
Total $ 1,287.00|=sum(

| SUM{number1, [numberz], ...) |

Select the cells with your mouse or type in the cell coordinates you want to include in the
sum. If you want to add a continuous block of cells, type like so:

Cost
(total)

b 399.00
§ 199.00
§ 99.00

& 499.00
§ 299.00

arson, per meal)
$ 12.00
$ 25.00
$ 40.00

Per Person

For Two
§ 390007 % 70800
$ 199.00 § 39800
% 99.00 $ 198.00
§ 24950 § 49900
§ 14950 § 29900
$ 36.00 § 72.00
$ 75.00 $ 150.00
§ 80.00] § 24000
=sum(E5:E16)

Total $ 1,287.00
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However, if you want to just add certain cells, do type it in like this:

For Two
L § 796 00]
| § 396,00
| § 198.00
L § 49900
| § 29900
o §7200
i §_150.00]
| § 240.00

=sum(E5,E10,E15

| SUM{number 1, [numberz], [number3], [numberd], ...} |

Close the formula with a close parenthesis then press the enter key.

Travel Budget

Cost Per Person For Two
(tatal)
Transportation {individual)
Ajr Transfers § 399.00 § 399.00 § 7S95.00
Land Transfers § 199.00 § 199.00 § 393.00
mea Transfers F 99.00  99.00 F198.00
Accommodation {shared)
City Hotel § 49900 b 24950 § 4939.00
Country lnn § 293.00 § 149.50 § 299.00
Food Allowance {cost per person, per meal)
Breakfast (3 times) ¥ 12.00 $ 36.00 § 72.00
Lunch (3 timeas) $ 25.00 $ 75.00 $ 150.00
Dinner (2 times) § 40.00 $ 80.00 § 240.00

Total $ 1,287.00 § 2,654.00
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