Instructions for Sorting in Excel

	You can sort information in an Excel database to quickly identify the papers that match your interests. To do so, follow these steps: 
· First, save the file to your desktop and work with that copy, not the online version.
· Next, click on any cell in the column you wish to sort by, e.g. "Name" 
· Click Data (in the menu of options at the top of the page), then click Sort 
· Select "My list has...Header row" in the option box that emerges 
· Proceed to sort by whichever column(s) you prefer 
*As our Excel database grows, we shall convert the Excel data into a web-based search tool.  
	 
	 


 

