Alphabetizing in excel

To alphabetize a worksheet:

1. open the worksheet

2. select all using ctrl A

3. go to the data menu  alt D

4. choose sort from the menu

5. this opens a dialog box giving you options on how and what to sort
6. if the names you want to sort are in the first column then just leave the selection at column A. it defaults to column A so you can just tab

7. To start at A and go through Z ascending should be checked in the radio button that follows. Again this is the default so it should be checked. Change the selection if desired by pressing the up or down arrows.

8. If You will not be sorting by more than one column you can just tab until you hear the radio button asking about a header row.

9. select this if the first row of your worksheet contains column titles or headers for example first name, last name, etc. if there is no header row make sure the radio button indicates that. You can change the selection by pressing the up or down arrow.

10. Tab to the ok button and press enter.

If you are sorting by last name and that is in the second column choose column b instead of column A in step 6 above

