	Function Name
	Function Formula
	Function Description
	Organizing Purpose
	Example

	Concatenate
	
	Concatenate allows text within cells to be combined
	Combine the member’s first and last names for labels
	

	Filter
	
	Filter separates data that exactly matches words or letters searched
	Identify the members who work at a particular location
	

	Pivot Table
	
	Pivot Tables allows multiple values to be organized
	Identify the number of employees based on their years of service with the school system
	

	Sort
	
	Sorting allows identical information to be grouped together.  This can occur A-Z order or Z-A order
	Allows information to be organized in alphabetical order by last name, worksite, hire date.
	



