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Text Version
Sorting with Multiple Columns
Note: This is a text version of Sorting with Multiple Columns. 
In Microsoft excel, when data is put in order, there is more than one column involved. Suppose there is a table, namely, a partial list of galaxies. The table contains the name of the person who is going to research the galaxy and a date that the research is due. So, to put this list in order by the due date, start by highlighting the entire table. The reason to highlight the entire table is that if only the date column is highlighted, that is the only column that will get sorted and the galaxies and names would not correspond to the correct date. Now suppose we want to keep the Sunflower galaxy, with the name Tom, and due on the date of September third together. Highlight all the data. First, make sure data is selected. Next choose the Sort option from the Menu bar. To determine which column to sort by, use the dropdown box, which shows all possible columns. Since we want to sort by date, we choose date, and we are going to put it in ascending order. We chose ascending order, because that will show who has the most time, or which ones have the later date. Next we will select okay in the dialog box. You will see the research for the option, Milky Way galaxy, has to be done by person named Joan, and she has until October thirty-first to get her report in.
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