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Subtotaling Data  
Data in a list can be summarized by inserting a subtotal. Before this can be 

done, you must sort the list by the field you want the list subtotaled by. For 

example, if you want to know what the sum of the salaries are for a  

specific department, sort by the department field first.  

Before you can sort data, make sure you set up the data correctly. There are 

a few rules you must follow:  

¶ The column headings must be formatted differently than the data. 

For instance, the column headings in the figure below are bold  

(Fig 1, 1).  

¶ The data below the column headings should be directly under the column headings. For best 

results, you should not skip a row (Fig 1, 2).  

¶ The data within in each column must be formatting the same. For example, in the salary field 

below, all the numbers are formatted as currency.  

 

 

Sorting Data for Subtotaling  
Before creating a subtotal, you must sort your data on the field the subtotals will be based on.  

1.  Click in the field you wish to sort.  

2.  Click the Data tab on the Ribbon.  

3. In the Sort & Filter group, click on either Sort A to Z or  

Sort Z to A. 
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Subtotaling Data in a List  

1.  Click in the data you just sorted.  

2.  Click the Data tab on the Ribbon.  

3.  In the Outline group, click Subtotal. The Subtotal 

dialog box will appear (Fig 3).  

4.  Click on the down arrow beside At each change in: 

and choose the field you sorted on (Fig 3, 1).  

5.  Under Use function:, choose which function you want 

to subtotal by (Sum, Count, Average, Min, etc.)  

(Fig 3, 2).  

6.  Under Add subtotal to: click beside the field  

you want to calculate subtotals for (Fig 3, 3).  

7.  Click OK (Fig 3, 4).  

8.  Subtotals will be inserted at the end of each change in 

the column of sorted data. In the example below, a 

subtotal was added after each change in the  

Department field (Fig 4, 1).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 3  

3 

2 

1 

4 

Figure 4  

1 1 



 3 

 EXCEL 2007: SUBTOTALING  DATA  

Showing Levels  

1.  After creating a subtotal, notice the 1, 2, 3 in the upper left corner of the screen (Fig 5).  

 

 

 

 

 

 

2.  Click the 1 to view the Grand Total of the list (Fig 6).  

 

 

 

 

 

 

 

 

3.  Click the 2 to view the Subtotals (Fig 7).  

 

 

 

 

 

 

 

 

 

 

 

4.  Click the 3 to view all the data.  

5.  You may also click on the collapse (-) button to the left of the summary rows (Fig 8, 1). This 

will collapse all the detail information.  

 

 

 

6.  Click the expand (+) button to left of the summary rows to bring the detail information back 

into view (Fig 9, 1).  
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Removing Subtotals  

1.  Click the Data tab on the Ribbon.  

2.  Click Subtotal. The Subtotal dialog box will appear.  

3.  Click Remove All (Fig 10, 1).  
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