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How to sort data in Excel Ascending and descending,
accordingto ABC

Sorting lists in alphabetical order or descending order is often used in lists of names of people, searching for
elements with the greatest number of values. And the arrangement of such datais not difficult with the help of
Excel in the following article of TipsMake.com.
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1. Simple way to organize data in Excel

To sort the data in Excel by ABC first you need to highlight the column containing the data we need to sort by.
Just hover your mouse over the column name and click once to highlight the entire column.

Then open the Data ribbon on the toolbar.
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1 | STT Ho va tén Ngay sinh  |Diém tong két
2 1|Phan Pirc Hiéu 06/03/1990 5,00
3 2|Nguyén Thi Anh 20/12/1990 7,00
4 3|Pham Thu Huong 01/11/1991 8,00
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8 7|Pao Thi Huong 05/05/1990 9,00
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10|  9|Triéu Thi K inmaiEnanMemyn 1 og7 5,00
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In the Data ribbon thereisa Sort & Filter section, thisitem contains the Sort function to sort the data for you.

You click on theicon A -> Z (Sort A to Z) or Z -> A (Sort Z to A) in this section to proceed to sort data. In
which, A -> Z isthe data sorting in al phabetical order and Z -> A isthe data sorting type in reverse order CBA.
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A Sort Waring warning panel will appear to ask you what kind of data you want to sort:



- Expand the selection : This sort of arrangement will entail a change of data of other columns. Based on the
arrangement of the data in the selected column, data of other columns will be moved in each corresponding row.
This type of choice is usually chosen because the datain atable is usualy linked together in horizontal rows, so
when changing the arrangement of one column, the other columns must follow.

- Continue with the current selection : Sort data only within the range of the selected column without affecting
other columns.
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1 |STT Ho va tén Ngay sinh |Diém tong két
2 1|Phan Pirc Hiéu 06/03/1990 5,00
3 2|Nguyén Thi Anh 20/12/1990 7,00
4 3 Pham Thu I_] ;DIWE::Q | found data xtt y selection, Sincey:u have?ut 8’00
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7 6|Nguyen Huy Sor cancel 7,00
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9 8|Tran Thi Hong 17/10/1990 7,00
10|  9(Triéu Thi KyhufiiatRhanMeén G/ 1987 5.00
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Asaresult, you will get adatatable that has been sorted by ABC of the word name column as below:

Bl = Je Ho va tén

A B C D
1 |[STT Ho va tén Ngay sinh | Diém tong két
2 7|Pao Thi Huong 05/05/1990 9,00
3 6|Nguyén Huy Hoang 11/03/1990 7,00
4 2|Nguyén Thi Anh 20/12/1990 7,00
5 5|Nguyén Van Dire 30/09/1990 4,00
6 3|Pham Thu Hurong 01/11/1991 8,00
7 1{Phan Dtrc Hiéu 06/03/1990 5,00
8 8|Tran Thi Hong 17/10/1990 7,00
9 9 Tr~16u Thi KThufli naxiphanmér?l/?(‘}%/l987 5,00
10 4|Vii Thi Lan | 18/02/1990 9,00

Similarly, we can sort numeric datain ascending and descending order by highlighting that numeric data column
and entering the Data ribbon on the toolbar.

Selecting A -> Z will sort data in order from small to large while Z -> A will sort data in order from large to
small.
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Then you also select Expand the selection or Continue with the current selection as the rule mentioned
above. The result will be as shown below:

D1 - £ || piém téng két
A B Cc D
1| STT Ho va tén Ngay sinh | Diém tong két
2 5/Nguyén Vin Dire 30/09/1990 4,00
3 1/Phan Dtec Hiéu 06/03/1990 5,00
4 9|Triéu Thi Kim Dung 10/09/1987 5,00
5 6 Nguyén Huy Hoang 11/03/1990 7,00
6 2 Nguyén Thi Anh 20/12/1990 7,00
7 8| Tran Thi Hong 17/10/1990 7,00
8 3/Pham Thu Hwong 01/11/1991 8,00
9 7|Pao Thi HuThuhuatPhanMeri/@i/1990 9,00
10|  4|Vii Thi Lan | 18/02/1990 9,00

2. Theway to sort data in Excel is more complicated

Except for the easy method of data arrangement above, you can also use the data arrangement on the entire data
table with many different columns and with different criteria.

Thistime you can black out the entire data table or black out all the columns that contain data to sort.

Then you go to the Data ribbon on the toolbar of Excel.
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Thistime you do not select the two functions A -> Z and Z -> A faster but click on the Sort icon next to it.
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The dialog box of the Sort function will appear, you change the selection in Column to the name of the column

you want to sort the data.

And in the Order column, if in the Column that you select the numeric data column, you will have two options
Smallest to Largest (smallest to largest) or Largest to Smallest (largest to smallest).



Also Column you to select a column of data words (or characters) will have two choicesare AtoZ or Zto A .
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Not only that, you can continue to create more arrangements besides the first data sorting settings by clicking on

Add Levd .
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Another row of data sorting will appear, you do the same way as above.

Note that the data sorting priority will be in order from top to bottom. That is, after sorting the data according to
the settings of the above line, Excel will continue to sort by the sort of data in the bottom row for the same data
cluster arranged close together.

In the example shown in the picture, Excel will sort the list according to the student's final grade, then between
students with the same score, Excel will continue to sort them in alphabetical order of first and last name.
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Click OK to sort the data and the results you get will be similar to the table below:

C50 - F

A B € D

1 | STT Ho va tén Ngay sinh  |Diém tong két
2 7/Dao Thi Huong 05/05/1990 9,00
3 4|Vii Thi Lan 18/02/1990 9,00
4 3|Pham Thu Huong 01/11/1991 8,00
5 6|Nguyén Huy Hoang 11/03/1990 7,00
6 2|Nguyén Thi Anh 20/12/1990 7,00
7 8| Tran Thi Hong 17/10/1990 7,00
8 1|Phan Pirc Hiéu 06/03/1990 5,00
9 9| Tri¢u Thi KypyiiistrhanMem O/ 1987 3,00
10, 5|Nguyén Vin Dirc | 30/09/1990 4,00

Thank you for following the article on how to sort data in Excel Ascending and descending, according to our
ABC's TipsMake . Wish you can successfully implement the above trick in your data sheet. Please visit our
other articles for more knowledge about Excel, see you again.

Y ou finished reading the article "How to sort data in Excel Ascending and descending, according to ABC"
edited by the TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou
can search for similar articles on tips and guides. Thank you for reading and for following us regularly.
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