
Sort a list by more than one column 
 

(1.) Select all of the data that you want to sort. 
(2.) On the Data menu, click Sort. 
(3.) On the Sort by menu, select the column that you want to sort first, and then select the 

sort order that you want to use. 
a. If the columns in the list contain column titles, under My list has, click 

Header row, and then select the column title for the column that you 
want to sort first. 

(4.) On the Then by menus, select the second and third columns that you want to sort 
next, and then select the sort orders that you want to use. 

 
 


