
Sorting Data 

You need to show how to sort data using two different fields.  Here is how to do it. 

 

Here is our plumbing sales spreadsheet 

 

We first need to highlight the whole area we want to work with 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1) To sort data choose 

the data tab 

2) Then we click on 

the sort button 

3) Choose a column heading 

to sort on 

4) Click Add level to sort on 

a second column 

5) Chose a second column to sort on 



 

 

 

 

 

  

 

The spreadsheet is now 

sorted by range in ascending 

order & then Description 

You need to show two examples of sorting fields. e.g. Stock Code, Description etc.  

Take screenshots of sorting two different fields.  Annotate them explaining what 

you have done. 


