
1 How to order some terms  
with Microsoft Excel
In your book we have suggested that you make a glossary with all the new terms you 
will be learning throughout the year. If you do this with a computer it will be much 
easier, as you will be able to order terms quickly in alphabetical order and correct 
any mistakes you may make easily.
You should follow the steps below:
1. Run the programme Microsoft Excel (this can be done from the menu INICIO 
in your computer, moving to PROGRAMAS and then to Microsoft Excel). The 
programme will show a screen with a new document (if not, press the keys CTRL+U 
and it will appear). The screen will look like the one below.

2. Write down the terms in the first column on the left, and on the right, their 
definition. To explain how the terms are ordered, we will show you an example of 
terms which you can see on the next screen.
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3. Next, select all the terms and their definitions with the help of the mouse, and in 
the menu Datos, the option Ordenar, as shown on the screen.

4. A window like the one below will then appear. Next, indicate the column you 
want to order alphabetically; in this case it will be the one we have called Term, as 
well as the criterion for ordering it, which will be from the bottom to the top. 



After clicking on the key Aceptar, the list of terms will be ordered automatically. 
Notice how each term appears with its definition; the programme has taken care of 
keeping things in order.

The programme Microsoft Word also allows you to order lists of terms, take a look 
at this programme and the possibilities it offers you.


