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Exercise

6
Sorting Data

Sorting involves the rearranging of records into a particular order.

Alphabetical Sorting
TEXT fields can be sorted into alphabetical order.  To illustrate this let’s sort the database 
into VIDEO TITLE order.

	 1	 Your Movie Magic database should be open and set to the STOCK INVENTORY 
layout.

2	 Click on the SORT button in the 
STANDARD Toolbar (or press CTRL+S 
or COMMAND+S) to open the SORT 
RECORDS dialogue box.

5	 The records are rearranged so that 
the VIDEO TITLES are in alphabetical 
order.

3	 Click on the CLEAR ALL button to 
remove any previous sorts, then click 
on the VIDEO TITLE field and click on 
the MOVE button to move it into the 
SORT ORDER frame. 

4	 Click on the SORT button to sort the 
records.
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Numerical Sorting
NUMBER fields can be rearranged into numerical order.  Ascending order is lowest to 
highest.  Descending order is highest to lowest.  Let’s sort the NUMBER IN STOCK into 
numerical order with the largest number in stock listed first.

	 1	 Click on the SORT button again (you can also press CTRL+S or  COMMAND+S, 
or select SORT RECORDS from the RECORDS menu) to open the SORT RECORDS 
dialogue box.

NOTE:	 Fields in the SORT ORDER frame must first be selected before 
the order of the sort can be changed.

2	 Click on the CLEAR ALL button to 
remove the previous sort.

3	 Click on NUMBER IN STOCK in the 
FIELD LIST frame and click on MOVE 
to move it into the SORT ORDER 
frame.

4	 Click on NUMBER IN STOCK in the 
SORT ORDER frame to highlight it, 
click on DESCENDING ORDER at the 
lower section of the dialogue box 
and select SORT.
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Chronological Sorting
When dates are sorted it is called placing the records in CHRONOLOGICAL order.  Let’s 
sort the records into RELEASE YEAR order and within each year arrange the records in 
VIDEO TITLE order.

	 1	 Click on the SORT button in the STANDARD Toolbar or press CTRL+S or 
COMMAND+S to open the SORT RECORDS dialogue box.

5	 The records should be rearranged so 
that the ones with the most videos 
in stock are listed first down to those 
records with the least number in 
stock.

2	 Clear the previous sort then select 
the RELEASE YEAR field and click on 
MOVE.

3	 Click on VIDEO TITLE in the FIELD 
LIST frame and MOVE it into the 
SORT ORDER frame.

4	 Click on the SORT button to sort the 
records.


