You can do some really cool things in excel to make Data easier to read 

Like sorting, subtotaling, and autofiltering.

Lets say you have a spreadsheet like the one in the January tab and you want to make it easier to read.

First we can sort so that the data is listed by department.

To Sort

1. click on the box to the left of the A column and above the number 1 row

2. click data on the menu bar

3. click on sort

4. in the sort by box click on the downward pointing triangle and choose department (note that you can sort by any category)

5. click on the OK button

now we have a spreadsheet that’s sorted by department orders, but let’s go a step further and imagine that we want to see how much each departments ordered. We’ll want to add subtotals

Subtotals

1. click on the box to the left of the A column and above the number 1 row

2. click data on the menu bar

3. click on subtotal

4. in the at each change in box click on the downward pointing triangle and choose department

5. in the add subtotal to box click on the box next to price to put in a checkmark and on the box next to slow delivery to take out the checkmark

6. click on the OK button

now that we’ve sorted the spreadsheet, and added subtotals lets add autofilters to make the sheet even more navigable.

Using Autofilter

1. click on the box to the left of the A column and above the number 1 row

2.  Select the COLUMN HEADERS of each column you want to filter(A, B, C, etc.)

3.  click on data in the menu bar and go data->filter->autofilter 

4.  There should now be little downward pointing triangles of cell 1 in each column you selected, click this triangle to filter.

