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Excel - Sorting Tricks

There are some really simple tricks that you might not have thought about that allow
you to sort your data in multiple ways.

Let’s use an address list that a friend recently asked me to convert from Word to Excel.
The list needed to be used for a mass mailing and formatted in Excel so it can be
cleaned for bad addresses, but I also needed the list to remain in the same order as she
gave it to me.

So, here are the steps I took:

¢ Copied the data from Word and did a Paste Special (see Volume 23) to get the
data into columns. But the City, State, and Zip were appearing together in one
column, when I needed them in three separate columns.

¢ Using Data Text to Column (see Volume 4) I broke the data up.

¢ Now I needed to clean the list (by sorting it) to be sure that the City, State, and
Zip columns have all the correct information and in the proper format, but I need
to keep the list in the same order I got it.

e Here’s one of my favorite tricks to achieve this — add an extra column to your
sheet and give each row a numerical value. Note: I could have just entered the
numbers 1-100 manually to achieve the same thing, but on a big list that takes
way too long.

¢ Looking at the example below, in cell Al I entered the number 1, then in cell A3
add the following formula =A2+1.

e Then I copied that formula all the way down to the bottom of my data — now all
my rows are numbered 1-100 (because my list contains 100 addresses).

| A B 5 8] E | F G H
1 |added|Company |First |Last |Address |CIEy State  |Zip
=20 1|Beachwand FIzinny | Lardiag32s Mew Havan Avelidacon AL 78435
3 2| Citeus Restaurd June Bensen |56 Soulh Broad Sty Saafioad [ 23115
4| 3| Cody While Funeral Home 107 Bread Sireat  |Billead MY 11220
| d| Connecticut 06 Rob Cszg  [333 Losdship Bid | Serstiond CT 15
B | 5[COSTCO 1718 Bostes Post §San Dieqe  [CA 95TED)
1| 6| Courlney Hond Steve | Courne|7E7 Bridneporl Sver|Gatitefield Ry 57335
8 |  7[Dan Petkins 734 Bridgepor Ave |Ornada NY 13445
8 | 8lDee's Deb  [Dee 3555 Mew Hiven AvelMillpad cT 50
10| 3| Fachello DislitPaul Rosent{P0 Box 562 55 MaOrange LT a7 7
|11 0|Fachello DistifPaul Chwisuk|P0 Eox 562, 55 h"ﬂﬂrsnge Grove |FL BSTED)
|12 11[Edins BrothedSam | Deurcil 1 Eder Road [Wiesa Huwin  [ET 518

¢ Next I needed to convert the formula in column A into a value. If I don’t the

calculation will just readjust itself when sorted and I would have lost the original

order of the data. Using Paste Special (see Volume 23) I converted the data in

column A from a formula to a value. In my sample below this column is titled

“added”

In order to clean the list (be sure all states and zip codes are appearing correctly) I

used Data Sort (see issue 1) and sorted the list on the state and zip code columns

(G & H in our example).

¢ Once | was sure the data was clean I simply resorted the list based on column A
to get my data back in its original order!!!

By adding in extra columns and assigning values to those columns (they don’t have to
be numeric, it could be any value) you can sort your list in multiple ways and still come
back to the original order if needed. If you have an Excel project that you need expert
help with contact us at info@aapk.com.
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FTP is a means of moving files from one computer to another — no matter what type of
computer is being used. You have probably used an FTP to move files ... Read More ...

and didn’t even know it.

FTP stands File Transfer Protocol. It’s used to download files (such as software), upload
large files to a company or files to a hosting system to update web pages.

If you’ve downloaded any software from the web, you have used FTP to move the files

from the server to your computer.

FTP is a great way to send large files (for instance a high resolution graphics or large
work files) that can’t be sent via email (due to file size limitations). Many companies
(such as printers or vendors) have FTP sites set up that you can reach from the web — all

you need is the FTP address, an id and password to access.

Web site designers use FTP constantly to move created (published) pages to the server
for their clients” web sites. Many hosting companies provide an FTP service in the

dashboard for a web account, but there are also FTP software available that is easier to
use if you have to access multiple FTP clients.

Using WS-FTP (my FTP software of choice) I can see my computer and my server files
in one view (see below). From there I can move files around, delete directories, move
files from the server to my computer or update my site by moving files from my

computer to the server.
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This is a quick explanation of FTP. If you want to know more or have web related

questions contact us at info@aapk.com.
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