
 

Organizing all Worksheet Data in Ascending 
or Descending Order. 

By Marilyn Cook 

 

Sorting allows you to change or customize the order of 
your spreadsheet. Ascending order sorts text alphabeti-
cally (A to Z) and sorts numbers from lowest to highest. 
Descending order sorts text (Z to A) and numbers from 
highest to lowest. To sort data successfully, Excel will 
need to know the following: 
 Sort key—Identifies the data that is being sorted and is 

confined to a single column of data. 
 Sort range—Entire worksheet or a cell range. 

 All Data—Select a single cell (sort key) anywhere in the 
range you want to sort. Excel expands the range to include 
all rows and columns.  

 Specific Data –Select only the data you want to sort. 
Other content will not be affected. 

 Sort order— Ascending or descending. The Sort icon will 
give you additional options. 

 

Sort by Column—Use this technique only if there are no 

blank rows or columns within the data. 
 Click inside a column containing the sort key. In this 

example a contact name was selected. 
 Click the Data tab on the Excel Ribbon. 
 Choose a sort order. A to Z (smallest to largest) or 

Sort Z to A (largest to smallest). In this example, de-

scending sort was selected.  
 Check to make sure the rows have sorted correctly. If 

not click the Undo button on the toolbar. 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
Learn more about sorting date in Excel here. 
 
Learn how to sort data in Excel for Mac here. 
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Quickly find data in your spreadsheet by us-
ing Filters. 

By Liz Craft 
 

Finding specific information in a large spreadsheet (for 
example: Canvas Attendance reports) can be problem-

atic. Using filters will allow you to quickly sort through 
the data. 
 
Open your file in Excel. Select all 
data in the spreadsheet by click-
ing Ctrl+A. On the upper right in 
the ‘Editing’ section click on ‘Sort 
& Filter’.  
Now click on ‘Filter’.  
 
You will notice that small arrows have ap-
peared to the right of each column header. 
You can use these arrows to select specific 
data. 

Click, as seen in this example of a Canvas attendance 
report, on the arrow next to ‘Student Name’. You will 
see a drop-down menu listing all student names found 
in the column below. Uncheck ‘(Select All)’. Check the 

box next to a student’s name and click ‘OK’.  

The spreadsheet will now 
only list data relating to 
this one student. This  pro-
vides a quick way, for ex-
ample, to find out how 
many absences were rec-
orded for this specific stu-
dent.   
You can drill down further 
and add another filter.  
 
 
Learn more about filtering 
data in Excel here. 
 
Learn how to filter data in 
Excel for Mac here. 
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