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WHAT’s New? |

Gphabeﬁze Lists/ltems in a Document Automatica_lly\

Tired of cutting and pasting each individual entry in your
lists and repeating the alphabet in your head over and
over as you place the entries in alphabetical order when
you need to?

There is an easier way to do this. You can use a
straightforward sorting feature (for items/lists/paragraph
that are not in table) to let Word do the alphabetizing fy

you.

NOTE: Productivl.Ty is a regular email publication of Information Security and
IT Governance under ICT. For comments and suggestions, kindly email:

ict-process@pilhuillier.com
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How to Sort/Alphabetize List/Items/Paragraphs

1. Select all the lists/items/paragraphs you want to alphabetize.

s

SAMPLE BIBLIOGRAPHY ENTRIES

PERIODICALS ONLINE: "Human Cloning?”, [Online] Available htto:/fnfotrac.galearoun.com March.
21,2000,

NEWSPAPER: Collins, Glenn. "Single Father Survey.” New York Times 21 November 1986: 20.

ENCYCLOPEDIA ARTICLES: "Animal Rights.” World Book Encyclopedia. 1990 adition.

PAMPHLET: Smoking and Your Lungs. Providence, Rhode Island: Amencan Lung Association, 1991,

TELEVISION PROGRAM: “Legacy: India.” WSBE, Channel 36. Providence, Rhode Island. August 22,

1992,
INTERVIEW: Patinkin, Mark. Telephone interview. Apnl 26, 1999.
ONLINE SERVICES and the INTERNET: Gordon, Daniel. “Acid. Rain. Comptons Living.

Encyclopedia. [Onfine] Amenca. Onling. Mar, 6, 1997.

MS Word 2003 MS Word 2007 .

2. On the Menu bar, select Table then choose Sort...
Sort Text dialog box will pop-up.

A
2. In the Home tab, in the Paragraph group, click on the Sort icon ‘Z_J’,

Sort Text dialog box will pop-up.
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3. In the Sort Text dialog box, by default, Word displays ‘Paragraph’
as selection and ‘Text’ as Type in the Sort by Section. Choose if
Ascending or Descending order.
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Format Tools | Table | Window Help Click OK.
=
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3. In the Sort Text dialog box, by default, Word displays
‘Paragraph’ as selection and ‘Text’ as Type in the Sort
by Section. Choose if Ascending or Descending order.
Click OK.
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Sort Text
Sort by
) Qe
() Descending
Then by
Typer [Tast Ascending
e Descending
Then by
T';s';:l e Text
My list has
() Header row (%) Mo header row
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4. Notice that the lists/items/paragraphs in your document are sorted based on the order you selected.

SAMPLE BIBLIOGRAPHY ENTRIES

PERIODICALS ONLINE: “Human Clening?”, [Criine) available bito:/fnfotrac calearoun com Macch,
21,2000,

NEWSPAPER: Colling, Glenn. "Single Father Survey.” Maw Yook Tenas 21 Novermder 1086: 20,

PAMPHLET: Srooking and Your Lunas. Provdence, Rhode Islind: Amesican Lung Assocation, 1991,

TELEVISION PROGRAM: “Lagacy: Inda.” WSBE. Channel 35, Prowadence. Ehode Islind, August 22,
1992,

INTERVIEW: Patinkin, Mark. Teleohone iotenden, Apnl 26, 1999,

ONLINE SERVICES and the INTERNET: Gordon, Oarwel “Acd Ean” Comefons Liog
Encycicnedia, [Onkne] Amenca Ooloe. Mar, 6, 1997,

ey

SAMPLE BIMLIOGRAPHY ENTRILS

ENCYCLOPEDIA ARTICLES: "Anwenal fights.” Wodd flock Encucicoedia. 1950 edition.

INTERVIEW: Patinikin, Mark. Tefechone stecusin. Aoed 26, 1999,

NEWSPAPER: Colins, Glenn. “Smghe Father Survey.” Naw York Timaes 21 Novernber 1986: 20,
Encxciopadiy, [Onkne | Amenca Doline. Mar. 6, 1997,

PAMPHLET: Smoking and Your Lunas. Providence, Rhode laland: Américan Lung Association, 1991.

PERIODICALS ONLINE: “Human Clonng?”, [Onkne ] Avaiable bita liofotrac galearoun.com March,
21,2000,

TELEVISION PROGRAM: “Legacy: India.” WSEE, Channel 36, Providence. Rhode 1shand, August 22,
1992,
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