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Sorting data 
 

Microsoft Excel 2003 
 
 

 
 
  

Sort 1 column 
1. Click any cell > Click on the Sort Ascending or Descending button 

 
 
2. Sorted (e.g., Ascending order) 

 
 
 

Sort by 1 column 
You have multiple columns and wish to sort by a particular column.   
 
1. Select any cell in the column that you wish to sort by  

 
 
2. Click Sort Ascending or Descending > Sorted. 

 
 
 
 
 

Ascending order 
(0-9, A-Z) 

Descending order  
(9-0, Z-A) 

Tip 
You don’t need to highlight the entire column. 
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When you highlight the entire column and sort it, your sorting result is as below. For instance, column B was highlighted and 
was sorted ascending order. 
 
 
 
Before sorting After sorting 

  
 
 
 

Tip: WARNING! 
Be careful when you perform sorting. DO NOT highlight the whole column when sorting.  Otherwise, your 
data can get mixed up easily.  The Sort Warning message comes up when you highlight the column. Read 
the message carefully, or click Cancel to start again. 

 
 

This option sorts one single column only and ignores the 
rest of the data, i.e., when you have multiple columns 
next to each other, non-highlighted columns will stay as 
they are.  Only the data in the highlighted column will be 
sorted.  After sorting, the other corresponding row data 
won’t be sorted so your data would become incorrect 
information. 
 
When you select the entire column, you are defining the 
area to be sorted.  It is not to be used as sort by. 

This option enables you to do the same sorting as 
above. 

Column A & C didn’t come along with the Last Name column (B) data. 
They are in the same order as the original (before sorting). 

The Last Name column is sorted 
in alphabetical order. 
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Sort by 2 or 3 columns 
You can have up to 3 columns to sort by. 
 

1. Click any data that you wish to sort by a few columns 

 
 

2. Data > Sort 

 
 

3. Click the drop list to choose the column for Sort by and Then by fields.  Select Ascending and Descending options 
for each sorting.  (Note: When there is no heading, it’ll say “Column A”, “Column B” and so on.) 
 

 
 

4. Click the OK button. Your data will be sorted accordingly. 

 
 

Troubleshooting 
When your mouse cursor was in an empty cell, and was outside of the data area, the following error message will 
appear.  You cannot perform sorting. 
 

 

e.g., Lastname (Column B) was sorted first, 
then sorted by City (Colmun D). 
Butler’s city name is in ascending order. 
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Sort by 4 or more columns 
 
You will need to perform sorting twice. Excel will keep them in their original order so you must sort in reverse order.  For 
example, if you’re sorting on 5 columns, first sort on columns, 3rd, 4th and 5th columns, then sort on 1st and 2nd columns. 
 
1. Click anywhere in the data area 
 

 
 
2. The 1st Sort: Year, Type, Call No. 
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3. The 2nd Sort: Title, Location 

 

 
 
 
4. The final result: 
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