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Working With Lists and Sharing Your Work
Quick-reference card: sorting, filtering, dropdowns, and printing a clean report.
Sorting
•  Click ONE cell in the column, then Data tab, A to Z or Z to A. Excel keeps whole rows together.
•  Multi-level: Data then Sort then Add Level (e.g. by Suburb, then Age).
Filtering
•  Data tab then Filter. Click a header arrow; tick or untick values. Funnel icon = filtered.
•  Clear Filter brings every row back; nothing was deleted.
Dropdown lists (data validation)
	Make a dropdown
1.  Select the cells.
2.  Data then Data Validation.
3.  Allow: List.
4.  Source: type options separated by commas (Yes, No, Maybe), or pick a range. OK.



Printing
	Fit it on the page
Ctrl + P for Print Preview. Open Scaling and choose Fit All Columns on One Page to stop a stray column. Use Landscape for wide tables. Set Print Titles to repeat the header row on every page. Check the page count before you print.
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