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Today’s Topics

• Review and Practice Sorting
• Excel Tools (Hide/Unhide Rows/Columns, 

and Freeze/Unfreeze Panes
• Printing 
• Excel Templates



Sorting

• One of Excel’s most useful features
• Examples

• Sort by last name
• Sort by Zip Code
• Sort by custom field (e.g., Christmas cards received)



Sorting
• Data headers
• Selecting area to sort: Always sort related data. 

• Example: When sorting by State, be sure have selected all of the records 
related to each state entry.

Last First Street City State Zip
Cox Spencer 2543 Cox Ln Fairview UT 84629
Simpson Homer 742 Evergreen Terrace Springfied OR 97403
Jackson Bo 3459 Football St Anywhere GA 27588
Brady Tom 12 Patriot Ct Boston MA 15777
Gaga Lady 231 Star Tr Hollywood CA 94665



Sorting Criteria

• You can sort by one or more criteria
• The top criterium is sorted first
• Other criteria are sorted within higher ranked criteria
• Example:

• By (1) State, (2) City, and (3) Zip code
• Every “Chicago” record, then those records are further sorted by “City” 

and each “City” record is sorted by Zip codes.



Sorting

• You can sort by one or more criteria
• The top criterium is sorted first
• Other criteria are sorted within higher ranked criteria
• Example:

• By (1) State, (2) City, and (3) Zip code
• Every “Chicago” record, then those records are further sorted by “City” 

and each “City” record is sorted by Zip codes.



Sorting

Last First Street City State Zip
Cox Spencer 2543 Cox Ln Fairview UT 84629
Simpson Homer 742 Evergreen Terrace Springfied OR 97403
Jackson Bo 3459 Football St Anywhere GA 27588
Brady Tom 12 Patriot Ct Boston MA 15777
Gaga Lady 231 Star Tr Hollywood CA 94665

Caution: Be sure to 
select all data from 
selected records!

• Use headers to select columns 
for each sort level

• Add 2nd /3rd levels as desired

Move levels up/down for 
proper sort order



Sorting (Review/Practice)

• Open XL4-ExSort     (created at Mockaroo.com)
• Resize columns to show all data
• Bold the Header cells
• Format Phone column to “Special, Phone”
• Format Donor Amt column to Currency ($), no cents
• Sort by State, then State/City, then State/City/Zip
• Sort by Donor Amt in descending order
• Re-sort by Donor ID (order in which donation was made)



Excel Work Tools

• Hide Columns
• Freeze Panes



Excel Work Tools: Hide Columns

Select Columns to Hide Right-Click any selected 
column and use context 
menu to Hide



Excel Work Tools: Hide/Unhide Columns



Excel Work Tools: Unhide Columns

Select Columns to Left and 
Right of Hidden Cell marker. Right-Click any selected 

column and use context 
menu to Hide



Excel Work Tools: Unhide Columns

Hidden Columns Reappear



Excel Work Tools: Freeze Panes

• Hide Columns
• Freeze Panes

Click the cell immediately below the row and/or to the 
right of the column you always want visible when 
scrolling through the spreadsheet.



Excel Work Tools: Freeze Panes

• Hide Columns
• Freeze Panes

Choose the View menu, and on 
the Ribbon click Freeze Panes



Excel Work Tools: Unfreeze Panes
Choose the View menu, 
and on the Ribbon click 
Unfreeze Panes



Sheets
• Keep different sets of related data in same workbook

• Example: A party with various activities
• Guest list, Reception costs, Vendor information



Sheets

• Place to create 
specially formatted 
sheet for printing 
without messing up 
main sheet



Sheets

• Keep different sets of related data in same workbook
• Place to create specially formatted sheet for printing without 

messing up main sheet
• Add Sheet



Sheets

• Add Sheet, Rename, Change order, Delete
• Right click tab name
• Use menu to make changes



Let’s Do This!

21

• Use XL4-Sheets to practice
• Add a sheet
• Rename the sheet
• Move/copy a sheet



Printing Preparation
• Print Menu 

(File/Print, or Ctrl+P)
• Print Preview
• Often spreadsheet 

doesn’t fit



Printing Preparation
• Adjusting Before Printing

• Resize/Hide columns
• Layout orientation/Margins
• Select just the portion to be printed

Page Break Inidicator 
Appears only after 
having gone to 
File/Print dialog box.



Printing Preparation

• Adjusting in the Print Menu
• Preview shows if things fit
• Orientation
• Margins
• What to print (whole thing, 

pages, selected cells only, etc.)
• Scale (one page)



Printing Preparation

• Page Setup Options
• Bottom of Print Menu

• Headers/Footers
• Print grid lines



Let’s Do This!
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• Use XL4-ExPrep to practice
• Select a Printer (Microsoft Print to PDF)
• Try various options to print on one page

• Orientation
• Margins
• Column widths
• Hide columns

• Ask questions if you have them



Excel Templates

• Templates are already designed spreadsheets
• You just have to fill in the data

• Templates can be immediately useful
• Templates can be instructive (learn from them)
• You can edit templates to fit your needs
• Microsoft-created or more from the web
• File/New shows recently used and other templates



Excel Templates



Excel Templates



Let’s Do This!
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• Browse through available templates
• Identify one or more and try on your own

• Ask questions if you have them



Next Time

31

• More formatting
• Excel Templates
• Importing/Exporting data
• Integration with Word (mailings, labels, name tags, etc)

Course Website: https://gilgens.org/icl
Read Gilgen   read@gilgenart.com (435) 313-3905

mailto:read@gilgenart.com
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