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Activity 13 - Sorting Data 
Data File 
13.Develetech Lists.xlsx 

Scenario 
You are an HR generalist with Develetech Industries and your manager has 
asked you to organize the employees list. You want to quickly look up 
employees in various ways by sorting data. The employees list contains data 
that will allow you to sort by name, date, department, and office location. 

1) Sort the employees list by Last Name. 
a) In Excel, navigate to 091164Data\Working with Lists and open the 

workbook Develetech Lists.xlsx. 
Verify that the Employees worksheet is selected. 

b) Verify that cell A1 is selected, and select Data → Sort A to Z.  
Confirm that the employees list is sorted by Last Name. 

 

2) Sort the employees' list by Department. 
a) Select cell D1 and select Data → Sort. 

Observe that Excel maintained the previous sort on Last Name. 
b) Select the Sort by drop-down arrow and select Department. 
c) Select OK to view the list of employees. 
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Verify that the employees list is sorted by Department.

 
 

3) Sort the employees list by Last Name, then by Department, and then by 
Extension. 
a) Select Data→Sort. 
b) Select the Sort by drop-down arrow and select Last Name. 
c) Select Add Level. 
d) Select the Then by drop-down arrow and select Department. 
e) Select Add Level again. 
f) Select the last Then by drop-down arrow and select Extension. 

 
 

g) Select OK to sort employees list by Last Name, then by Department, 
and then by Extension. 
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Confirm that the employees list has been sorted by Last Name, then 
by Department, and then by Extension.

 
 

4) Save the workbook as My Develetech Lists.xlsx and keep the file open. 
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