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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
__ Banking & employees, the Job Title, Department, Gender, and so on.

I nsurance A B C 2} E F G H I J K
Weco Jfuitame JobTite ________[Department __[businessUnit_______[Gender_[ethnicty _|Age e Date _|Annual Selry _ lBonus% |
2 [E02387 Emily Davis Sr. Manger 1 Research & Development  Fernale Black 55 (0B-D4-2016 41,41 604 15%
3 EB4105 Theadaore Dinh Technical Architect i Manufacturing Male MAsian 56 29-11-1997 504975 ok
4 E02572 LunaSanders Director Finance Speciality Praducts Female Caucasian S0 26-10-2006 £1,63,000 208
centrﬂl Goﬂ 5 [E02832 Penelope lordan Compuler Systems Manager n Manufacturing Female  Caucaslan 6 27-08-2019 584913 T
b * & EDI63D Austin Vo Sr. Analyst Finance hanufacturing Male Asian 55  20-11-1955 595 402 o
se"tce 7 |{Wﬁld leshua Gupta Accaunt Representative Sales Carparate Male Aslan 57] 24-01-2017| 550,994 0%
8 EDI550 Ruby Barnes Manager T Carparate Female Caucazian 17 01-07-2020 $1,19,746 10
9 E04332 Luke Martin Analyst Finance Manufacturing Male Black 15 16-05-2020 541336 2
10 ED4533 Easton Bailey Manager Accounting Manufacturing Male Caucasian 29 25-01-2019 £1,13527 b
11 [E03838 Madeline Walker Sr. Analyst Finance Speciality Products Female  Caucaslan 34 13-06-2018 71203 0%
12 E00591 Sawvannah Ali Sr. Manger Human Resources  Manufacturing Fernale Asian 36 11-02-2009 $157333 15%
m s tate G ovt . 13 03344 Camila Rogers Controls Engineer Engineering Speciality Praducts Female  Caucaslan 7 21102021 51,09,851 L
s . 14 |ED0530 EliJones Manager Human Resources  Manufacturing Male Caucasian 50  14-03-19%0 $1,05 086 o3
ervices 15 E04239 Everleigh Ng Sr. Manger Finance Research & Development  Female  Aslan 51 10-DE-2031 5146742 10k
16 E03436 Robert Yang Sr. Anabyst Accountmg Speciality Products Male Asian 31 04-11-2017 597 078 5]
17 E0O548 fsabella ¥i Vice President Marketing Research & Development  Female MAslan 41 13-03-2013 5249270 3%
18 EDD163 Bella Powell Dirackar lu:mm:l‘.- FAesearch & Development  Female Bla:t. 65 04-03-2002 53,?5,33'.' 20
19 E00B84 Camila Silva Sr, Manger Marketing Speciality Products Female Lating 64 01.12-2003 51,54.828 13%
20 ED4116 David Barnes Director 1) Corporate Male Caucasian 64 03-11-2013 $1B6503 24%
21 E04625 Adam Dang Diractor Bales Research & Development  Male Asian 45 09-07-2003 5166331 8%
Entru nce 22 |ED3680 Elias Alvarada Sr. Manger IT Manulacturing Male Latine 56 09-01-2002 $1,46,140 10%
Employee Dataset

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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Test Series Select the List Annual Salary column’s downward pointing arrow. From largest to
smallest, choose.

£ B C =] E F G H 1 J
1 2 Dotrie ______ Elloeportment  Ellbusiness Unit Kl Gender Bl Ethnicity Bl age Bl Hire Date B Anoual sala.
2 E04354 Rastynn Rios Vica Prasident Sales Manu waring Femals Latino 8] Sort Sallest to Largest 35%
3 ED4A7A2 Kinsley Vegs Vice President Accounting Female Latino £. SartLaigess bo Sl A0%
4 EQ2522 Sila c] Vice Prosident Sales Male Latino 20%
e Vice President Marketing Corporate Male Asian ALy & 35%
& Vice President L Research & Development hale Asian 39%
¥ Viee President Marketing Research & Development  Male Caucasian 3o
8 ED0917 Skylar Bell Vice President Enginecring Manufacturing Female Caucasian Murviber Elters 5 el
8 E04AL03 Isabells Soto Vice President Finance Corporate Female Latino 33%
10 ECL1584 Henry Zhu Vice President Marketing Speciality Products Male Asian o 36%
11 ED2EIS Wyatt Li Vice President Engineering Manufacturing Male Asian o 3a%,
12 E0O325 Jameson Chen Vice Prosident Marketing Rescarch & Development  Male Asian aom
13 EO2S63 Emily Clark Vice President Accounting Corporate Female Caucasian A%
14 E00218 David Desai Vice President Sales Speciality Products Male Asian i o ETE
15 EO32ZBY Christopher Lam vice President Accounting Manufacturing Male Asian a0%
16 EO2599 Danicl Huang Vice President Human Resources  Corporate Ma e Asian ox e aaw
17 EDEI25 Angel Stewart Vice President Finance Corporate Miale Caucasian 38
18 EQ1070 Graysan Brown Vice President m Corporate ha e Caucasian 3s 22-06-2016 52,490,870 EEL)
19 EO2391 Natalia Santos Vice President Human Resources  Speciality Products Female Latino 45 25-02-2019 52,450,801 9%
20 E01546 Maria Hong Wioe President Finance Speciality Products Female Asian 43 31-07-2005 52 ,40,685 e
21 EQR2TE3 Lewi Mendez Vice Preskdent Sales Research & Development Male Latino 39 23-08-2011 52,49,506 30%%
22 EDNS549 Isabella Xi Vice President Marketing Rescarch & Development  Female Asian 41 13-03-2013 $2,49,270 30%
Sorting Employee Dataset

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
— Banking & columns using advanced sorting methods. Here’s a step-by-step guide on how to
Insurance [l Ri®

Step 1: Select your data
Click anywhere within the data range you want to sort. Ideally, select the entire
table, including any header row.

Central Govt.
Service

Exceldata + O &

File Edil View Insert Formal Data Tools Extensions Help
Q & o & § W% » § % O MW Googl +r =W+ B T FA N @ H-E-L-
State Govt.
s . B3I - 154
ervices

A B [ - =] E F & H
1 Ovrder ID Customer Name Product Price Color Stock City Country
2 o0 Alice Johnson Running Shoes T Blue 50 M ork usa
3 W02 Michag| Brosn Basaball Bat 345 Black 20 Los Angales Usa
4 W0a Olivia Jones Wireless Headphones 12995 White: W0 Chicagao LI5S
5 w04 Drarvicl Miller Tenis Racket BE Red L1 Howeton (81
L] 00 Emily Garcia Travel Backpack 495 Black 75 Phoenix usa

Entrance : + p Gy _ s

T Woe William Do Coffee Maker nes Siheer -] Miami UG
L v Sophia Hemancier Mcntain Bike 53999 Grean i Seatthe LIS
¥ woa “harles Moore Gaming Hoadsat Lohe Red P Damar usa

W0e sabeda Young Talzlet Case 19.99 Pink 0o Son Francisco  USA

I:I no Wi James Garcia Winter Jachest 14995 Blue 10 Atlsras s
M BA 7 wm Banjamin Thomas Wiraless Spaakar 74,59 Black 50 Las Wagas LIS
E 0 W2 Charlotie Alon Yoga Mat Pl Purpla B0 Orfando LISA
ntru nce W W3 Christopher Lopez Rusnning VWatch 19059 Eilach -] San Diego s
I:I 5 Wi Water Boitle 9% Blus 200 Dallas usA

Ashiley Hermandez

L NS Dranaal Robingon Desi Lamg FCE L Whita -] Digbnod LISA

7 We Evestyn Miller Notebook 5,99 Red Uinlimited Son Jose LISH

Railways & Metro
=°_  Services

Step 2: Go to the Data tab
Navigate to the “Data” tab on the Excel ribbon and click on it.
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E Exceldata & 0o &

File Edit View Insert F :.\'rr'-:'-.l: Teals Extensions Help

Q & o B F Wk - § % 4 BB Googh - -
ATHIT - i LS
A B c +]

L Crder ID Custamer Nams Product Price Cola
W Mice Johngaon Rurning Shoes 7059 Blue
3 w002 Michaa! Brown Baseball Bat 345 Black
4 w003 CHivia Jonas ‘Wiraless Headphones 12995 Wity
£ 1004 Drarvicd Bl Tennis Rachet as Fed
4 Innw Emily Carcia Trawal Packra- Frr By

Step 3: Click Sort in the ‘Data tab’

Exceldata ~r 0B &
File Edit Wiew msert Foomat Data Tools Extensons  Help
Q. = o & T wWox - 15 Sort sheet L' B I = A . @B 2~ = A
AZHIT == 154 l T Borysange o I Sort rangs by eelumn H (& 10 T
- N . . Sort range by column H (Z 10 A
¥ Createa e
e Crdar 1D Customer Nama Lal wtry
z W0 m = har viaws Advanced range sorting options
B k' & : 00F B = addaslice
1003 W 100
— Banking + oo ©
Insurance s wos % @ Protect sheets and range &
4 DO S By Mamed ranges ]
- 0K L= 1
o w0os & I Named functions = 5
S i T w2 Randomize range 0o
n oo w a0
12 mw W 50
" 012 w W TN stats =
Central Govt. o M & Datavalidetion =
3 = 014 W o7 200
Service o § % Deta clesrp -
W 0s M o Solviextiocohwnas 220202020 B inwewes ]
G+ Data extraction
© Data connectors o -
m stﬂte Govt. Select Data>=>Go to Data Tab=>Select Range>>Choose your preference
.
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Test Series 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.

mal  Dats is Calensans  Help
s 17 Sort sheet 18 T & A% @ e i
I= Sort range : Sort range by eolumn H (& 10 Z
Sor range by column H{Z 10 A
T Create a filter i - Wi "
Pr wry
R Filter views *  Advanced range sorting options
Bi = addaslicer -
W 100 Chicaga UEA
fe B Houston UsA
T é Protec Sheels and ranges Phoerix IS4
S By Nomed ranges 15 Wliarii LISA
L 1 Seatthe
& I Named functions [ New | s o
¥ I 100 S ncisco L
7 %2 Randomize range 00 San Francisco

W 40 Atlanta

FleEEhEERERE
FEEREEEEEER

L. P 50 a5 Ve

we v Lolmn slals - Orland

Bt B Datavalidation 15 San Disao

L. 00 Cuailas ¥

p & Datacleanup ' = Dratralt ¥

. ol oz
— Banking & N iited S A 1
|nsuﬂlnce G+ Data extraction

Central Govt Choose Sort Column

ervice

Step 5: Add additional sorting levels (optional)

I

If you want to sort by more than one column, click the “Add Level” button.
m State Govt. Then, choose the next column you want to sort by from the new “Then by”

AL dropdown menu and set its ——
order (ascending or e
. g 1T Sort sheel - & B I = A % m pi- E o
descending). You can P ey
‘s LAW repeat this step for a third PTeD R ——— -
A TTIT T level of sorting. iy I -
i ot b o "1 Advanced range sorting opions
E_\ = Add a slicer = =
1 | 154,
_-: & Protect sheets and ranges j; :ih_,‘:“ T
M BA "1 By Wamed ranges : .V';'rll -1:-;
EI“TGI'ICE i I Named functions [ hiew § D 4
2 1 Randomize range [} ‘:-.-ll:-r- 13 ::f
G ll“ : : :\-:l; l'r-j-a- -l:::“'
Ive & Codumn siats B Owlansdo 124
Fi @ Data validation 15 :.v-r.-_-,. -..-.
~ Railways & Metro L. #: Data cleanup .. = — =
=°_  Services . T TR (T —
G+ Dats extraction
...many more s —
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Data Sort and Filter in MS Excel

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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Test Series The result of the same is displayed below.

A B C [+] E F [} H | ] K i
Weeo JFuitame  iobTie  [Department  [BusinessUnit _____|Gander [ethricity lage IHire Date _|Annua Salary [Bonusse |
2 E02I87 Emily Davis Sr, Manger I Research & Development  Female  Blsck 55 0B-04-2016 51 41,604 15% United
3 E04105 Theodore Dinh Technical Architect m Manufacturing Flale Asian 59 25-11-1597 595,375 0% China
4 EDLI4E Searleft Kumar Systems Analyst (L] Corparale Female Agkan 5§ 07-00-2009 547,032 0% United
5 EDDb4d Joshua Gupta Account Representative Sales Corporate Male Aaian | 57 24-04-2017 550,904 0% China
6 ED4625 Adam Dang Director Sales Ressarch & Development  Male Agian 45  09-07-2002 $1,66,331 16% China
c B s E 7 ED3580 Maverick Medina Aimakysg il Sales ManuTacturing Male Lating 39 27-405-2007 551,234 0% United
p—~3 8 ‘EIIHX]S Riley Washinglon Director Sales Speciality Praducts Female Caucasian 39 29-04-2007 51.71.487 23% Unmabed
9 |ED4354 Raelynn Rios Vice President Sales Banufacturing Female Lating 43] 21-08-2016] 52,568,408 35% United
10 EDO548 Isabella Xi Wice President harketing Research & Development  Female Mskan 41 13-03-2013 52,485,270 30% United
11 EDOBB4 Camnila Silva Sr, Manger Marketing Speciality Praducts _Female Lating 64  01-12-2003 154,828 13% United
12 ED16ZE lackson Perry Wice President Mlarketing Ressarch & Development  hMale Caucasian 77 20-10-2019 $2,56420 30% United
13 ED3740 Kennedy Foster Manager Marketing Speciality Praducts Femabe Caucasian 53 23-11-2013 5113135 5% United
= Sorted Data
i

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 stream
__ Banking & applied to an equipment log worksheet to -
Insurance display only the laptops and projectors | 3 2 Manoj Humanities
that are available for checkout. 4 3 Sujay Science
5 4 Amraditya Science
Step 1: For filtering to work correctly, gils Shivam Commerce
LI EL AN your worksheet should include a header 76 Parth Commerce
Service row, which is used to identify the name 8 7 K P T
of each column. 9 8 5 s
Stgg 2: Se!ect the Data tab, and then 0o Vikas Humanities
m Stg:e &::t' click the Filter command. O ik To——
ry

i~

% Recent Sources . [ Queries & Connections Al [Z1 A Y

" Existing Connections -
Refresh zZ| Sorn Filter

MBA All = e » Advanced
Entrance rm Data Queries & Connections Sort & Filter

Step 3: A drop-down arrow will appear in the header cell for each column.
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Course

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.

o CBSE ‘ A B - . D .

= 1 [ID -/Name = stream x Gender =
I:I 6 5 Shivam Commerce Male

7 6 Parth Commerce Male

o ICSE 8 7 K Commerce Female
_ 9 |8 S Commerce Female

Step 5: The Filter menu will appear.

Step 6: Uncheck the box next to Select All to quickly deselect all data.

-

Sort Ato £

A
Zw
Fa

Ao

— Banking & &l sonzioa
Insufunce 1 Sort by Color ]
I |
Central Govt.
Service Text Filters .
earch o
Rkl | alect All)

i-[¥ Commerce
-1 Humanities
¥ science

i State Govt.

Services

+s _LAW

= Entrance
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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.

a Sort

> - a
Al SommZtoA

Text Eilters

L] Science

= (Select All)
I Commerce

~ Fumanitres—

=

Check only the data you
want to view. then Clik OK

T ———
Step 8: The data will be filtered, temporarily hiding any content that doesn’t
— Banking & match the criteria. In our example, only humanities stream are visible.
" Insurance
I | B :
1 |ID - Name stream =
2 1 Sachin Humanities
Service 3 2 Manoj Humanities
I:I 10 9 Vikas Humanities
11 10 Amit Humanities

i State Govt.

Services

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.

ss _LAW

= Entrance

—

Step 1: Click the drop-down arrow for the column you want to filter. In this

T example, we will add a filter to column D to view the information by Gender.
1 ID -|Name stream x Gender -
_ Railways & Metrolll INPIRE Sachin Humanities Male
= Services 3 2 Manoj Humanities Male
_ 10 9 Vikas Humanities Male
ilialty MOLe 11 10 Amit Humanities Male
abhyasonline.in 12 11 A Humanities Female
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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.

o
7

Te E L]
o
| (Select All)
[+ Female
— Banking &
" Insurance

Central 'Govt.
ervice

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.

I

m State Govt. A B c D
Services
1 ID - Name = stream v Gender ¥
11 A Humanities Female

ss _LAW

= Entrance

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.

MBA

Entrance 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.

—
B
o
—

_ Railways .& Metro A | B C | D |
= Services 1 |ID .'Name = stream ¥/ Gender x

..manymoref| | 12 11 A Humanities Female
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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”.

(@)
7
|

(¥ W (Select Alll
L Commerce
¥ Humanities

— Banking &
nsurance

Central 'Govt.
ervice

I

m State Govt. Step 4: The filter will be cleared from the column. The previously hidden data

LLALLCIN Will be displayed. The data displayed is given below:
' I.Aw 1 1D . Name = stream .| Gender
= Entrance 2 |1 Sachin Humanities Male
3 (2 Manoj Humanities Male
4 3 Sujay Science Male
5 4 Amraditya  Science Male
Entrance 6 5 Shivam Commerce Male
7 6 Parth Commerce Male
I:I 8 7 K Commerce Female
9 8 S‘ Commetrc.:e Female
=  Services 10 9 Vikas Humanities Male
11 |10 Amit Humanities Male
12 111 A Humanities Female
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