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Sorting Records In List View
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To help review lists of records, you can sort them easily. Click any of column heading once
to sort in ascending order; click that column heading again to sort in descending order.

Additional options for sorting lists are available by clicking the Sort button:
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The Sort menu options vary based on the module you are working with. When you select
an option from the Sort drop down list, the list view screen adds appropriate subheadings
to the list. For example, sorting a Contacts list by Department adds the various
department titles to divide the list:
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Accounts Payable

> Delaney, Julia # Administrative Assistant  Shea Township School 50002 (555) 732-0201 jd@sheaschools.org B4 ACTIVE . N o=
Accounts Payable

Central Region Sales

> Worthington, Francis A Supervising Manager Textbook Emporium 50012 555-282-9762 fworthi2@textemp.com B4 ACTIVE . N o=

> Worthington, Francis # Supervising Manager Textbook Emporium 50012 555-397-2927 fworthi2@textemp.com &4 ACTIVE ’ o=

> Waorthington, Francis # Managing Supervisor Textbook Emporium 50013 555-348-3439 jworth2 @textemp.com B4 ACTIVE . N -
Central Region Sales

CHS

> de Berg, Katherine # Tech Administrator Centerville High School 50020 555-867-2347 kdeberg@chs.edu B4 ACTIVE . N -
CHS

English Department

> Evans, Phyllis A Chair Covered Bridge High School 50010 (555) 412-698 x112 p.evans@cbhs.com 4 ACTIVE . N -
English Department

HR

> Padilla, Lauren # Director of Professional Regina County Area School 50008 (555) 945-6852 Ipadilla@rcasd.org 4 ACTIVE . N -
HR

PreK-12

> Moran, Ben # Sales Associate Pewter Anderson Publishing 50004 (555) 842-9461 benmoran@pewteranderson.co & ACTIVE . N -
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