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Learn About Excel Cursors
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Sort & Filter Your Data

Owning Group
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Format data as a table. Select the column’s sort
(Instructions are on page x.) and filter arrow.
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Choose one of the following:
Sort Ato Z — Sort text A>Z and also sorts numbers smallest->largest. —D' 7l SortAtoz
Sort Z to A — Sort text Z>A and numbers largest->smallest. $ il sortZtoa
Sort by Color — Move rows with a chosen cell color to the top. ® Sort by Color ?
Sheet View 2
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Sort Vs. Filter Overview

Sort

Rearranges the entire list
Affects all rows in the column
Useful when you want data in
order (A>Z, smallest>largest,
oldest>newest)

Does not hide anything

Filter

Hides rows that don’t match your
criteria

Leaves the original order in place
Useful when you want to focus on
a subset

Can apply multiple filters at once

Sort changes the order of your data. Filter
temporarily hides what you don’t need.
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Edit & Work with Your Data
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Format Your Data As a Table
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Visualize Your Data with Charts
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Analyze Your Data with PivotTables

A PivotTable is a tool that lets you easily summarize and analyze data.
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Create Accessible Content

Q DO: Check Accessibility. Run the Accessibility Checker.
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0 DO: Describe the sheet in cell Al. Describe the sheet’s purpose,
structure, and columns in one short sentence.
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This sheet contains a table of knowledge base
articles. Column 1: Category (article
classification). Colum 2: Subject (article topic).
Column 3: Read by (how many times the article
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B O’_ TIp: Check out the Accessibility Category in the IT Service Center to learn
/N more.

DQ: Giveall worksheets a unique name. Name each sheet so its tab
clearly describes its content.
Remove blank worksheets. Delete unused sheet so screen
readers don’t announce empty tabs.
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https://cityofmadison.teamdynamix.com/TDClient/2427/Portal/KB/?CategoryID=26364
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