Computer Skills

MS Excel

Work Sheet # 3
Topics Covered:

Sorting, Sorting Months and Weekdays
Working Steps:
1. Enter the following table:

	St. Name
	St. Marks
	 
	 

	 
	Excel
	Access
	DOB

	Mohammad
	85
	80
	25/10/2000

	Maha
	90
	87
	3/7/1980

	Ali
	63
	74
	8/7/2003

	Samah
	70
	68
	17/4/1990

	Yasmin
	95
	96
	6/12/1995

	Jana
	89
	88
	9/12/1976


2. Sort the data within “St. Name” column

3. Sort the data within “Excel” column.

4. Sort the data within “DOB” column

5. Sort the data in the table, by names then by Access Marks
6. Go to sheet2, and insert the following:
	March

	December

	June

	April

	August

	November

	July

	February

	September

	January

	October

	May


7. Sort the entered months from January to December.
