Sorting the Brian A. Class List
To Include Children Who Entered Within a Specific Timeframe
1. Open the Class List and select the entire worksheet by clicking the Ctrl key and the letter A simultaneously.

2. Choose “Data” and then “Sort” from the top menu bar.
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3. From the sort menu, click the radio button beside “Header Row,” then choose the column called “Region” from the dropdown list and sort this in ascending order.  In the second sorting dropdown, choose “Custody Date,” and sort this one in ascending order as well.
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4. Choose “OK.”  You now have a list that is sorted by region, and within each region it is sorted by date of custody.  At this time, you can delete all other regions if you just want a spreadsheet with your region included.  For this example, I’m going to delete all except Shelby.
5. Determine the date range.  I am working with the class list dated 12-31-06 and I want to look at all children who came into custody during the past three months.  Since not all information has been entered for the entire month of December (a child could have come into custody on 12/30 and has not been entered yet), to get an accurate list of children who came into custody in the most recent 3-month block of time, I would need to look at custody dates of 9-1-06 through 11-30-06.  (If you’ve done this correctly with the attached class list, you should have 119 children in Shelby who entered care during the months of September, October, and November 2006).
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