You are working in an IS (Information Systems) environment.  Your boss buys a set of names and addresses – a customer list.  Your job is to put the list into zip code order and into alphabetized order by last name.  The list is in an EXCEL spreadsheet.

Sarah Smith         45 Elm Court           Sicklerville      NJ       08081

Sam Perkins         56 Cooper St.           Camden          NJ       08102

…

…

…

The zip code sort is not a problem since EXCEL has that option on its “DATA” menu option.

The real problem is the last name sort.  The names are not broken up by first name and last name.

So how can you you accomplish your task?

Put this list into EXCEL.  Add three more names and addresses of your own.

Copy the new list (5 records) down in the spread sheet and sort that group by zip code.  (Block the 5 records and pick DATA,  SORT,  column letter the zip code is in, OK.

Copy the original list (5 records) down in the spread sheet and add (INSERT) a new column in the  B  position (go to the top of the column where the  B  is and push the right mouse button giving you a menu with “Insert” on it – pick the insert and a new column  B  will be set up the other columns will be pushed out 1 column to the right).

In the new column B use the “TEXT” functions to move the last name to the front and the first name to the end of the text.   Jimmy Carter  becomes  Carter, Jimmy.

=CONCATENATE(RIGHT(A14,LEN(A14)-SEARCH(" ",A14,1)),", ",MID(A14,1,SEARCH(" ",A14,1)))

Excel text functions:

CONCATENATE – puts text strings together

LEN(cell) – gives the number of characters in a cell

RIGHT(cell, count) – retrieves a number of characters from the right side of a cell, count is the number

LEFT(cell, count) – retrieves a number of characters from the left side of a cell

MID(cell,starting position,count) – extracts a group of characters  (the count) from a cell starting at some   

      position within the text string

SEARCH(string,cell,starting position) – searches for a string of characters in a cell starting at a certain

      cell position and returns the value of the position where the string was found

CHAR(##) – to force a character into a cell -   =CHAR(34) would put a double quote (“) into a string or cell.

     Since a double quote is a key character in working with strings, use this to actually produce a  “   .

     =CONCATENATE(CHAR(34),”sample”,CHAR(34))  would show   “sample”  in cell with quotes visable.

