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UNIT-III 

More On MS Excel 2007: 

Formulae And Functions 

SORTING DATA  

 Sorting means to arrange data either in ascending or descending order.  

 MS Excel 2007 provides three options to sort. 

 

 

To sort the data, follow the given steps: 

 Step-1 

 Create the worksheet and select the cells. For example, A1:E7. 

 Step-2 

 Click the Data tab on the Ribbon. 
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Step-4 

 Now, specify the conditions based on which you want your data to be sorted.  

 For example, Sort by: Total, Sort On: Values and Order: Largest to Smallest.  

Step-5  

 Click OK button.  

 Your data gets sorted based on the conditions specified. 
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FILTERING DATA  

 Filtering is a quick way to find a set of data in a range.  

 A filtered range displays only the rows that meet the condition specified for a column.  

To filter the data, follow the given steps:  

Step-1  

 Click a cell in the range you want to filter.  

Step-2  

 Click the Data tab on the Ribbon. 
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Step-5 

 Choose the option according to the condition you want, for example, is greater than. 

 In the box on the right, enter a number.  

Step-6 

 To add another criteria, click And (if you want both the conditions to be true) or Or 

(if you want any one of the conditions to be true).  

Step-7  

 Specify the second condition in the same way. 

 Step-8  

 Click the OK button to view the rows according to the condition specified. 
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