A\ ALCHEMEX.

Tip Category: PivotTables

Question: Can you customise your sort option in a PivotTable?

Answer:  Yes, by using a Custom List.

Microsoft Excel 2003 process:

—_

Select any cell in the column you would like to sort in the PivotTable
2. From the Menu bar, select Data, Sort
3. Select Options

Sort m

To sort automatically every tirme the report is updated,
use the Sort and Top 10 command on the PivotTable
=0

Sort by

[T .| & iscending

(" Descending
Sort
(™ Walues & Labels

Summary
Sort Date in ascending order

Options.., | oK I Cancel |

4. From the drop down arrow, select the sort order e.g. Jan, Feb, Mar...

Eirst key sart order
E j (04 I
|_ Case sensitive Cancel |

Orientation
(8 Sort top to bottam
¢ Sort left to right

5. Select OK

Jan, Feh, Mar, Apr, May, Jun, Jul, Auc
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Microsoft Excel 2007 process:

1.
2.
3.
4.

5.

Select any cell in the column you would like to sort in the PivotTable
From the Home tab, in the Editing group, select Sort & Filter
Select Custom Sort

Select More Options

Sort (Date) | ]
Sort DptiDnS

" Manual (you can drag items to rearrange them)
@ aAscending (& to Z) by:

A |

" Descending (Z to &) by:

oo B

Summary

Sort Date in ascending order

More Options... | OK I Cancel |

De-select, Sort automatically every...

6. From the drop down arrow, select the sort order e.g. Jan, Feb, Mar...
More Sort Options (Date) m

AutoSort

[ Sort automatically every time the report is updated

Eirst key sort order

‘Sun, Mon, Tue, ‘Wwed, Thu, Fri, Sat j
Sart By

¢ Grand Tatal

@ values in selected calurmn:

3 =
Summary

Sort Date in ascending order

Ok | Cancel

7. Select OK

-l- In the PivotTable options dialogue box, under the Tools & Filters tab, you can select

Use Custom List when sorting.

This will ensure that your PivotTable will by default use the Custom List.
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