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Microsoft Excel  
 

Module 39 – Data Sort and Filter in MS Excel 
 

Data Sort 
 
Sorting data in Excel is a simple yet powerful way to organize your information, 
making it easier to analyze and interpret. Whether you’re working with a small 
dataset or a large table, knowing how to sort data in Excel can help you find the 
information you need quickly. 
 

Sort a Single Column in Excel 
 
Sorting a single column in Excel is a basic operation that allows you to organize 
data in ascending or descending order based on the values in that column. 
Consider the Employee dataset depicted below. It has information about the 
employees, the Job Title, Department, Gender, and so on. 
 

Let’s sort the data based on the Annual Salary of each Employee in 
descending order. 
 
You can choose the data and the shortcut key Ctrl + Shift + L to sort just one 
column. 
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Select the List Annual Salary column’s downward pointing arrow. From largest to 
smallest, choose. 
 
 

 
 
 
 
 
 
 
 
 

Sort Multiple Columns in Excel 
Most often, only one column needs to be sorted. However, there can be times 
when you need to sort across many columns. Data can be sorted by several 
columns using advanced sorting methods. Here’s a step-by-step guide on how to 
do it: 
 
Step 1: Select your data 
Click anywhere within the data range you want to sort. Ideally, select the entire 
table, including any header row. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 2: Go to the Data tab 
Navigate to the “Data” tab on the Excel ribbon and click on it. 
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Step 3: Click Sort in the ‘Data tab’ 

In the “Data Tab” group, find the “Sort” button and click on it. 
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Step 4: Choose the first sort column 
 
A “Sort” dialog box will appear. In the “Sort by” dropdown menu, select the first 
column you want to sort by. This is your primary sorting criteria. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 5: Add additional sorting levels (optional) 
 
If you want to sort by more than one column, click the “Add Level” button. 
Then, choose the next column you want to sort by from the new “Then by” 
dropdown menu and set its 
order (ascending or 
descending). You can 
repeat this step for a third 
level of sorting. 
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Step 6: Click ‘OK’ 
Once you’ve defined your sorting criteria, click the “OK” button to execute the 
sort. 
 

Apply a Custom Sort in Excel 
 

You can create your custom order in Excel by using custom sorting. Data that 
cannot be sorted alphabetically or ascending may occasionally need to be sorted. 
To sort data, Excel enables you to make your unique lists. Suppose you want to 
sort the dataset based on Department in the following order – IT, Sales, 
Marketing.  
 
Follow the steps given below for your reference: 
 
1. Select the dataset > Click on the Sort option in the Data tab 
2. Choose the Department column to sort 
3. Under Sort On, select Cell Values 
4. Choose the Custom List, under Order 
5. In the Custom Lists dialog box, add the List entries separated by commas – IT, 
Sales, Marketing 
6. Click on Add > Select OK. 
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The result of the same is displayed below. 
 
 
 

 
 
 
 
 
 
 

Filters in MS Excel 
Filters are often used to narrow down the info in your worksheet, allowing you to 
look at only the information you want. 
Adding Filters in Excel Data 
In the following example, a filter is 
applied to an equipment log worksheet to 
display only the laptops and projectors 
that are available for checkout. 
 
Step 1: For filtering to work correctly, 
your worksheet should include a header 
row, which is used to identify the name 
of each column. 
Step 2: Select the Data tab, and then 
click the Filter command. 
 
 
 

Step 3: A drop-down arrow will appear in the header cell for each column. 
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Step 4: Click the drop-down arrow for the column you want to filter. In our 
example, we will filter column C to view only certain types of equipment. 
 

Step 5: The Filter menu will appear. 
 
Step 6: Uncheck the box next to Select All to quickly deselect all data.   
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Step 7: Check the boxes next to the data you want to filter, and then click OK. 
In this example, we will check Laptop and Tablet to view only those types of 
equipment. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 8: The data will be filtered, temporarily hiding any content that doesn’t 
match the criteria. In our example, only humanities stream are visible. 
 

 
 
 
 
 
 
 

Applying Multiple Filters 
 
Filters are cumulative, which means you can apply multiple filters to help narrow 
down your results. In this example, we’ve already filtered our worksheet to show 
humanities stream, and we’d like to narrow it down further to only show 
humanities stream that checked out Female gender. 
 
Step 1: Click the drop-down arrow for the column you want to filter. In this 
example, we will add a filter to column D to view the information by Gender.   
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Step 2: The Filter menu will appear. 
 
Step 3: Check or uncheck the boxes depending on the data you want to filter, 
and then click OK. In our example, we’ll uncheck everything except for 
Humanities. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 4: The new filter will be applied. In our example, the worksheet is now 
filtered to show only humanities stream that checked Female Gender.   
 

How to Clear a Filter in Excel? 
After applying a filter, you may want to remove or clear it from your worksheet, 
so you’ll be able to filter content in different ways. 
 
Step 1: Click the drop-down arrow for the filter you want to clear. In our 
example, we’ll clear the filter in column D. 
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Step 2: The Filter menu will appear. 
 
Step 3: Choose Clear Filter from [COLUMN NAME] from the Filter menu. In our 
example, we’ll select Clear Filter from “Stream”.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 4: The filter will be cleared from the column. The previously hidden data 
will be displayed. The data displayed is given below: 
 


