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1.~ On-the-Excel Ribbon,-click-the-Data-tab.q
2 ~+In-the-Sort-&Filtergroup,-click-the-Sortbutton.y

3.~+Selectthe-column-on-basewhichvou-sortthe-data.j
4.~Select. The-Order{Ascending-or-descending).§
5.~+Click-on-ok-Buttonf
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