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Sorting data

Microsoft Excel 2007
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Sort 1 column

1. Click any cell > Click on Sort & Filter > Sort A to Z or Sort Z to A button

A
Elephant
Mc—nkeE !
Chicken

Horse
Bird

O W R

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

A
1 |Bird .I
2 Chicken

3 |Elephant
4 |Horse

5 Monkey

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

Descending order
(9-0, Z-A)

Ascending order
(0-9, A-2)

A B C
1 |Elephant 10 Banana Tip
2 Monkey 52 Apple
3 Chicken 1978 Orange
4 |Horse 823 Lemon
5 |Bird 1 Kiwi Fruit

2. Click on Sort & Filter > Sort A to Z or Sort Z to A button.

You don’t need to highlight the entire column.

C
10 Banana
52 Apple
1978 Orange
823 Lemon
1 Kiwi Fruit

A B
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A B C
1 Bird 1 Kiwi Fruit
2 |Chicken _I 1978 Orange
3 Elephant 10 Banana
4 Horse 823 Lemon
5 |Monkey 52 Apple
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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 enables you to do the same sorting as
above.

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.

\
/ | sot || cancel

When you select the entire column, you are defining the

area to be sorted. Itis not to be used as sort by.

Sort Warning E]

Iicrosoft Office Excel Found data next bo your selection. Since wou have nok
selected this data, it will nok be sorted,

/_\ Continue with the current selection

When you highlight the entire column and sort it, your sorting result is as below. For instance, column C was highlighted and
was sorted ascending order.

Before sorting

1
2
3
4
5
i
7
i
9

The Last Name column is sorted
in alphabetical order.

After sorting /
A B D

A, B & D
Custld  Firstname Lastname Address 1 Custld Firstname Lastname Address
102 MNora Pulaski 1949 Maria Vista 2 113 Nora Alber 193 La Jolla
103 Alan Fox 999 Fierhurst N 3 104 “rwonne Anders 01 E Orange
104 “wanne Anders 01 E Orange 4 116 H. R, Baker 331 Harbor Se
105 Caitlin bl 9033 Putnam 5 131 Chris Butler 87 \White Strast
113 MNora Alber 193 La Jolla B 135 Alexander Campbell 5388 Accountant Way
114 Heather Flace 3133 Farris 7 152 wWendy Campbell 12357 Plaines Lane
115 Tam Sriydar 103 M Aloha i 127 Dan Chun 77 Federal Ave 5
116 H.R. Biaker 331 Harbor Se ] 134 Fredricka.  Cooke L788 Carifiad Way
121 Brian Herman 91 Division St #8 10 151 *william Cooke 1232 Bluffside Foad
122 Lorenzo Wilson 3 Evergreen Plaza 11 103 Alan Fomex 939 Pierhurst M
123 Alonzo Lu 98 Cherry 12 137 Davvid Greystoke 8 EastWesthourn
127 Don Chun 77 Federal &we S 13 147 Arthur Greystoke 894 Grigshy Road
128 George Wilsan 3313 Halden St 14 121 Brian Herman 91 Division St #8
123 Heidie Perny 3113 3th 15 130 Andrea Krupke 933-b 331th N #31
130 Andrea Krupke 9330 33th M #31 16 150 Paul Lakeland 288 Cerified “Way
131 Chris Butler &7 White Street 17 136 Ellis Lack 78 Fye Street
132 Jean Meuhofft 5587 Plaines Lane 18 146 Bob Lack 534 Grig Road
133 George Lyrnan 568 East Westhourn 19 123 Alanza Lu 98 Cherry
134 Fredricka  Cooke 76 Certified Way 20 133 George Lyman 568 EastWestboumn
135 Alexander Camphell 5988 Accountant YWay 21 105 Caitlin by 033 Putnam
136 Ellis Lock 78 Pye Street 22 138 Dawid Mitchell 8653 Rita Drive
137 Dawid Greystoke 8 East\Westhoum 23 132 Jean MNeuhoff hE47 Plaines Lane
138 David Mitchell 8653 Rita Drive 24 123 Heidie Parry 3113 3th
145 Bok Lack 894 Grig Road 25 114 Heather Place 3133 Farris
147 Arthur Greystoke 894 Grigshy Foad 26 102 Mora Pulaski 1949 Maria Vista
150 Paul Lakeland 288 Certified Way 27 115 Tam Sryder 103 N Aloha
151 William Cooke 1232 Bluffside Road 28 122 Lorenzo Wilson 3 Evergreen Flaza
182 Wandy Carmphell 12397 Plaines Lane EE 128 George  ‘Wilsan 3313 Holden St
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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.

-~

=,

Microsoft Office Excel

' The command could not be completed by using the range specified, Select a single cell within the range and try the
. cormrmand again,

Sort by 2 or more columns

You can specify as many columns as required

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

A B 5 D
1 Custld Firstname Lastname Address
4 113 MNara Albert 193 La Jaolla
3 104 Ywonne Anders 01 E Orange
4 116 H. R IElaker _|331 Harbor Se
h 131 Chrig Butler 37 WWhite Straet
3 135 Alexander  Camphbell 5988 AccountantWay
7 152 Wendy Camphbell 12397 Plaines Lane

2. Sort & Filter > Custom Sort...
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Makes a copy of the
selected level and the
options selected
Moves the
selected level
~_upor down

3. The following window will open,

Deletes the

selected level
Adds an additional level to / v

sortb
v / / B
/ /
7
’ “’;\lgdd Level H >( Delete Level H 53 Copy Leu/el l E Options. .. My data has headers
Colurmn Sort On Order
. Sortby  |Lastn (] |val v Aoz ]
The column which the astname ) |[Teue b4 £
level is referring to ¥ Firstname [kl Values [hedl ZioA il
Thenby | address Ea Values | |AtoZ 1~
OK l [ Cancel

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