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“LISTS OF STUFF” Project
Part 3 - Working with Sheets & Sorting the Lists

Creating SHEETS

So, you've entered 20 movies and you've totalledeaeraged them. Great! Now it's time to
sort the lists so that we can access the datalguick

To start this lesson, it is important that we geniliar with “Worksheets” (but we'll just call
them SHEETS from now on).

Go to the bottom of your sprgadsheet and find tha that looks like this:

4| 4| » 1] Sheetl,/ Sheet2 fSheetd / 1141
|
Sheet 1 /3 i Default

Let's prepare for more SHEETS, so let's RENAMEsheets to better names. Let's change them
so that:

Sheetl renamed to MasterList
Sheet2 renamed to ByName
Sheet3 renamed to ByYear
Sheet4 renamed to ByDirector
Sheet5 renamed to ByRating

To RENAME the SHEETS, firgtight click once to select the sheet. Once its name is in white
(and the sheet appears above) tlefnclick once to see a small “Context Menu” that should
look something like this:

10 Insert Sheet...
Delete Sheet. .

11 Bename Sheet...
Mowve /Copy Sheet..
Select All Sheets

& Ccut Ctri+X

13 Copy Ctrl+C

4| Hr‘\ShEEth{ . ,Ctrlﬂr
]

Sheet 1/ 3 g Default
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Choose the RENAME option and rename this sheet tdast”, just as we listed it on the
previous page.

Next, right click once on “Sheet2” to select and open it. Thefi click once and choose
RENAME again. Repeat until all the available shest used up.

Next, we need to “Insert Sheet” from the same Cdritenu. It may popup a small window that
looks like this:

Insert Sheet S x|
Position
QK
- Before current sheet
% ‘After current sheet: Cancel
Sh == uelp
i New sheat
Mo. of sheets I 1 3:
Mame |5heet4
[ From file
Browse..
[T Link

You can make adjustments if you need to, and thek ©OK.
Repeat these steps as many times as you need to.

If you find the SHEETS are out of order, then jdistg them back and forth in this list. When
you are moving them, tiny triangles appear, telimng where the sheet will be dropped.

Mame Eyﬂaling,{' ByYear ’?I\ | 4

|Dn.=_fault M

Now, use the arrows to scroll back to the “MaststLsheet, and right-click once to select it.
Use these arrows to scroll through the sheets.

= |
| H|4J>|>I|E&v‘r’ear}ﬂyﬂirectnr.{' BYR,atini ,|_I" I*

Sheet 4 [ 5% Default
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Copying Data into New Sheets
Now that you've created new sheets, it's time tbdada into them!
You've already worked really hard to put the data your spreadsheet, so now it's time to use it!

First, be sure you're in the “MasterList” shedf.n¢t, then follow the instructions on the
previous sheet.)

Second, we want tdick and drag over the row numbers of ONLY the master list ofvies.
(DO NOT include the calculations you made at thidmo.)

Now, what you should see is something like this:

Movie Name Year Actor #1

Star Wars 1977 Harrison Ford

Lord of the 2000 Elijah wood
Rings

e Whole 9 2001 Bruce Willis

ds

Th

1989 Morgan
Freeman

Next, choose “Edit” and “Copy”. (Or you can useiyfavourite copy technique.)

|L:li View |nsert Format Tools Data

Undo: Delete Ctri+2

Fr, Repeat: Delete

Cut Cerl+X
Ctri+C

[ Paste k Ctrl+V
Paste Special...
Bl Select All Ctrl+A

Next, go to the new sheet (for example, the “ByYesheet).

—=
& | 4 | L |H|E BEyMName }ﬂ‘r’ear,{' ByDirector E “ 1

Sheet3 /5 Default

Next, select the Al cell like this.



A

[a

Then choose “Edit” and “Paste”. (Or you can useryauourite paste technique.)
View |[nsert Format Tools Data

w

+— Undo: Delete Ctrl+Z
3= LCan't Restore Ctri+Y
., Repeat: Delete

£ cut Ctri+X
Copy Ctrl+C

Paste Special...
B select Al

Cri+V

Ctri+A
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Now, all of the contents of “MasterList” should nde pasted into the 'ByYear” sheet.

Repeat this process for each of the new SHEETS.
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Sorting the Data
The data is there, and we're all ready to SORT!
First, make sure you're in one of the new SHEEI&'s choose the “ByName” sheet.

Now, from the top menu, choose “Edit”, then “Sela#t like this:

File g:IM View |nsert Format Tools Data

IE: C = Undo: Rename Sheet Ctrl+Z ;
—— »~ LCan't Restare Cirl==Y
IN'm fh, Repeat |
B ¥ cut Cri+X [
ﬁb Copy cri+C |
E Paste Ctri+¥v |

ﬂi Lx

Paste Special...

@h
I.?P m

Next, we choose “Data” and “Sort”.
[iEiel Window Help
Define Range...
Select Range...

| | R
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Next, we choose the column which we want to sort by

If the “Sort by” drop down box contais “Column Ahd “Column B”, then choose the “Options”
tab, and make sure that “Range contains columndfatsechecked, like this:

Sort Criteria Optic[:%s |

.......................................

B

[¥. Range contains column labels

¥ Tnrlnde farmats

In this example, we choose “Movie Name”. (Your ecolu“heading” may be different.)

X

Sort Criterial Options |

Sort by

% Ascending

Movie Name

" Descending

Then by
% Ascending
I- undefined - zl
@ Descending
Then by

% Ascending

If undefined - vI

5 Descending

OK Cancel Help Reset

If you've followed everything so far, then your SEHHEshould now contain the entire movie list

sorted by the proper column. The column you chéesert by should also be the name of the
SHEET. If it's not, then fix it!

Once you've completed this, please see the teémhart 4! Well done!



