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Microsoft Excel Exercise #14: Sorting Data
While Excel makes it easy to enter your data and to manage it after you’ve saved it, rarely will your data allow you to make informed business decisions without having to manipulate it in some form so that it shows the particular information you need to see.  For example, you might want to discover which of the products you entered in your data list (in lesson #1) had the highest sales.  You can find out by sorting your data.
When you perform a sort, you rearrange the worksheet rows based on the contents of cells in a particular column.  In this exercise, you will open the practice data lists you entered in lesson #1, add a column called “Total Sales 2003” and enter arbitrary dollar amounts for each item in this column in order to prepare the worksheet for meaningful sorting.  By the end of this exercise, you will be able to perform a sort on any column in any worksheet.  You will also learn how to sort by more than one column.
1. Divide into teams of two.

2. Power up the computer.

3. Log in to Windows 2000.

4. Launch Excel by clicking on the Start menu, point to the Programs folder and click Microsoft Excel.
5. Open the practice data list you created in lesson #1.
6. Click on cell D3.

7. Type the column heading “Total Sales 2003”.

8. Widen this column so that it will accommodate the entire width.

9. In this column, enter any amount greater than $1,000 for each item.  Use differing amounts.  These values will serve as your total sales for calendar year 2003.

10. Format all values in this column as currency with two decimal places.
11. Click on the heading for column “D” (Total Sales 2003).  Doing this tells the computer that this is the column you selected to perform the sort on.

12. On the standard toolbar, click the Sort Descending button.  It looks like a red “Z” on top of a blue “A” next to a down arrow.  The records are now sorted in dollar descending order with the item with the greatest total sales appearing first in the list.
13. Click cell D3 again.

14. This time click on the Sort Ascending button.  It is located immediately to the left of where the Sort Descending button is on the standard toolbar.

15. In the space below, describe the change which just occurred.

16. Now let’s perform a sort on more than one column.  On the Data menu, click Sort.  The Sort dialog appears.

17. In the first dropdown, select Price.  Also make sure that the ascending radio button is selected.

18. In the second dropdown, select Total Sales 2003 in descending order.

19. Make sure that the “Header row” radio button is selected in the “My list has” section of the dialog.

20. Click the Sort button.

21. In the space below, describe the effect of this command.  How is the list now sorted?  What might be the purpose of this type of sort?

22. Call your teacher for a grade for today.

