
Sorting in Excel 
When sorting data, it's important to first decide if you want the sort to apply to the entire 
worksheet or just a cell range. 

• Sort sheet organizes all of the data in your worksheet by one column. Related 
information across each row is kept together when the sort is applied. In the 
example below, the Contact Name column (column A) has been sorted to 
display the names in alphabetical order. 

 

• Sort range sorts the data in a range of cells, which can be helpful when working 
with a sheet that contains several tables. Sorting a range will not affect other 
content in the worksheet. 

 



To sort a sheet: 
In our example, we'll sort a T-shirt order form alphabetically by Last Name (column C). 

1. Select a cell in the column you want to sort. In our example, we'll select cell C2. 

 

2. Select the Data tab on the Ribbon, then click the A-Z command to sort A to Z, or 
the Z-A command to sort Z to A. In our example, we'll sort A to Z. 

 

3. The worksheet will be sorted by the selected column. In our example, the 
worksheet is now sorted by last name. 

 

To sort a range: 
In our example, we'll select a separate table in our T-shirt order form to sort the number 
of shirts that were ordered in each grade. 

1. Select the cell range you want to sort. In our example, we'll select cell 
range G2:H6. 



 

2. Select the Data tab on the Ribbon, then click the Sort command. 

 

3. The Sort dialog box will appear. Choose the column you want to sort. In our 
example, we want to sort the data by the number of T-shirt orders, so we'll 
select Orders. 

 

4. Decide the sorting order (either ascending or descending). In our example, we'll 
use Largest to Smallest. 

5. Once you're satisfied with your selection, click OK. 



 

6. The cell range will be sorted by the selected column. In our example, the Orders 
column will be sorted from highest to lowest. Notice that the other content in 
the worksheet was not affected by the sort. 

 

If your data isn't sorting properly, double-check your cell values to make sure they are 
entered into the worksheet correctly. Even a small typo could cause problems when 
sorting a large worksheet. In the example below, we forgot to include a hyphen in cell 
A18, causing our sort to be slightly inaccurate. 

 

  



Filtering in Excel 
If your worksheet contains a lot of content, it can be difficult to find information 
quickly. Filters can be used to narrow down the data in your worksheet, allowing you to 
view only the information you need. 

To filter data: 
In our example, we'll apply a filter to an equipment log worksheet to display only the 
laptops and projectors that are available for checkout. 

1. In order for filtering to work correctly, your worksheet should include a header 
row, which is used to identify the name of each column. In our example, our 
worksheet is organized into different columns identified by the header cells in 
row 1: ID#, Type, Equipment Detail, and so on. 

 

2. Select the Data tab, then click the Filter command. 

 

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

4. Click the drop-down arrow for the column you want to filter. In our example, we 
will filter column B to view only certain types of equipment. 

 



5. The Filter menu will appear. 

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

 

7. Check the boxes next to the data you want to filter, then click OK. In this 
example, we will check Laptop and Projector to view only these types of 
equipment. 



 

8. The data will be filtered, temporarily hiding any content that doesn't match the 
criteria. In our example, only laptops and projectors are visible. 

 



Filtering options can also be accessed from the Sort & Filter command on 
the Home tab. 

 

To apply 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 laptops 
and projectors, and we'd like to narrow it down further to only show laptops and 
projectors that were checked out in August. 

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 information by date. 

 

2. The Filter menu will appear. 

3. Check or uncheck the boxes depending on the data you want to filter, then 
click OK. In our example, we'll uncheck everything except for August. 



 

4. The new filter will be applied. In our example, the worksheet is now filtered to 
show only laptops and projectors that were checked out in August. 

 

To clear a filter: 
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. 

1. Click the drop-down arrow for the filter you want to clear. In our example, we'll 
clear the filter in column D. 



 

2. The Filter menu will appear. 

3. Choose Clear Filter From [COLUMN NAME] from the Filter menu. In our 
example, we'll select Clear Filter From "Checked Out". 

 

4. The filter will be cleared from the column. The previously hidden data will be 
displayed. 



 

To remove all filters from your worksheet, click the Filter command on the Data tab. 

 

 

Printing in Excel 
There may be times when you want to print a workbook to view and share your 
data offline. Once you've chosen your page layout settings, it's easy to preview and 
print a workbook from Excel using the Print pane. 

To access the Print pane: 
1. Select the File tab. Backstage view will appear. 



 

2. Select Print. The Print pane will appear. 

 

 

To print a workbook: 
1. Navigate to the Print pane, then select the desired printer. 



 

2. Enter the number of copies you want to print. 



 

3. Select any additional settings if needed (see above interactive). 

 



4. Click Print. 

 

Choosing a print area 
Before you print an Excel workbook, it's important to decide exactly what information 
you want to print. For example, if you have multiple worksheets in your workbook, you 
will need to decide if you want to print the entire workbook or only active worksheets. 
There may also be times when you want to print only a selection of content from your 
workbook. 

To print the entire workbook: 
1. Navigate to the Print pane. 

2. Select Print Entire Workbook from the Print Range drop-down menu. 

 

3. Click the Print button. 



 

To print a selection: 
In our example, we'll print the records for the top 40 salespeople on the Central 
worksheet. 

1. Select the cells you want to print. 

 

2. Navigate to the Print pane. 

3. Select Print Selection from the Print Range drop-down menu. 

 



4. A preview of your selection will appear in the Preview pane. 

 

5. Click the Print button to print the selection. 

 



If you prefer, you can also set the print area in advance so you'll be able to visualize 
which cells will be printed as you work in Excel. Simply select the cells you want to 
print, click the Page Layout tab, select the Print Area command, then choose Set Print 
Area. Keep in mind that if you ever need to print the entire workbook, you'll need to clear 
the print area. 

 

Adjusting content 
On occasion, you may need to make small adjustments from the Print pane to fit your 
workbook content neatly onto a printed page. The Print pane includes several tools to 
help fit and scale your content, including scaling and page margins. 

To change page orientation: 
Excel offers two page orientation options: landscape and portrait. Landscape orients 
the page horizontally, while portrait orients the page vertically. In our example, we'll 
set the page orientation to landscape. 

1. Navigate to the Print pane. 

2. Select the desired orientation from the Page Orientation drop-down menu. In 
our example, we'll select Landscape Orientation. 

 

3. The new page orientation will be displayed in the Preview pane. 



 

To fit content before printing: 
If some of your content is being cut off by the printer, you can use scaling to fit your 
workbook to the page automatically. 

1. Navigate to the Print pane. In our example, we can see in the Preview pane that 
our content will be cut off when printed. 

 



2. Select the desired option from the Scaling drop-down menu. In our example, 
we'll select Fit All Columns on One Page. 

 

3. The worksheet will be condensed to fit onto a single page. 

 



Keep in mind that worksheets will become more difficult to read as they are scaled 
down, so you may not want to use this option when printing a worksheet with a lot of 
information. In our example, we'll change the scaling setting back to No Scaling. 

To include Print Titles: 
If your worksheet uses title headings, it's important to include these headings on each 
page of your printed worksheet. It would be difficult to read a printed workbook if the 
title headings appeared only on the first page. The Print Titles command allows you to 
select specific rows and columns to appear on each page. 

1. Click the Page Layout tab on the Ribbon, then select the Print Titles command. 

 

2. The Page Setup dialog box will appear. From here, you can 
choose rows or columns to repeat on each page. In our example, we'll repeat a 
row first. 

3. Click the Collapse Dialog button next to the Rows to repeat at top: field. 

 

4. The cursor will become a small selection arrow, and the Page Setup dialog box 
will be collapsed. Select the row(s) you want to repeat at the top of each printed 
page. In our example, we'll select row 1. 



 

5. Row 1 will be added to the Rows to repeat at top: field. Click the Collapse 
Dialog button again. 

 

6. The Page Setup dialog box will expand. To repeat a column as well, use the 
same process shown in steps 4 and 5. In our example, we've selected to repeat 
row 1 and column A. 

7. When you're satisfied with your selections, click OK. 

 

8. In our example, row 1 appears at the top of every page, and column A appears at 
the left of every page. 



 

To adjust page breaks: 
1. Click the Page Break Preview command to change to Page Break view. 

 

2. Vertical and horizontal blue dotted lines denote the page breaks. Click and 
drag one of these lines to adjust the page break. 

 

3. In our example, we've set the horizontal page break between rows 21 and 22. 



 

4. In our example, all of the pages now show the same number of rows due to the 
change in the page break. 

 

To modify margins in the Preview pane: 
A margin is the space between your content and the edge of the page. Sometimes you 
may need to adjust the margins to make your data fit more comfortably. You can modify 
page margins from the Print pane. 



1. Navigate to the Print pane. 

2. Select the desired margin size from the Page Margins drop-down menu. In our 
example, we'll select Narrow. 

 

3. The new page margins will be displayed in the Preview pane. 



 

You can adjust the margins manually by clicking the Show Margins button in the lower-
right corner, then dragging the margin markers in the Preview pane. 
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