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Sorting Records in the List View
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This guide summarizes the sorting functionality in list views. It is intended for beginning
users.

To work effectively with your records, you can easily sort them at each aACE list view
(https://aace6.knowledgeowl.com/help/overview-of-the-list-view). Sorting functionality is found in all aACE modules.

This guide focuses on the Contacts module as an example.

Sorting Functionality

aACE provides several different ways to sort your records. The simplest way is by clicking
the Quick Search bar (nttps://aaces knowledgeowl.com/help/using-the-quick-search-bar) COlUMN headers. Clicking a
column heading one time sorts your records in ascending order. Records that begin with a
number are sorted first in ascending order (0-9). Then records are listed in ascending
alphabetical order (A-Z). Clicking a column record a second time sorts them in descending
order.

When you sort records, aACE notes how the records are currently sorted at the top of the
list view:

a1
[ ] [ ] Contacts [*]

Newdp Edtd Deeed Pt

Conace o =
otac > N

B Last Name First Mame Title: Company Mame Abbr 7 Fhone Email Status

aACME Education Solutions, Inc. (AL}

> lenrings, Mark Sales Manbger SACME Education Solutions, Ine. Al (555) 418-9777 mark jernings@ascme-sacedemo.com i ACTIVE @) A -
> Middleton, Gerry Office Manager SACME Educaion Solutions, Ine. Al (S55) 418-9777 x150  gery.middietonBaseme-sacedema.com i acTive ) A -

= Walleer, Ned SACME Education Solutions, Inc. Al (S55) 418-9777 w119 s, walker @ asome-aacederno. com = ACTIVE . AN =
SACME Education Solhutions, Inc. (AL}

ACC Construction Corp (50191)
> Medaglia, Michele ACE Construction Corp 50191 (555) 6E6-3331 wrve @A -
ACC Construction Corp ($0191)

Accelerated Growth Marketing (AGM)
> Haiper, Sherrl Accelerated Growth Marketing  AGM MTVE @ A -
Accelerated Growth Marketing (AGM)

Advance Electrical Supply Co (50176)
= Hughes, Aaran Advance Electrical Supply Co 50176 (312} 421-2300 ACTIVE . ;A -
Advance Electrical Supply Co (50176)

AECDM Tishman (50152)
> Curtls, Kyle AECOM Tishman 50152 (646) 435-5377 wrve @A -
AECOM Tishman (50192)

AFG Construction Mgmt Inc (50193)
= Manassah, Amal AFG Construction Mgmt Inc 50193 (555) 450-2674 ACTIVE o, -
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aACE can further organize your records using appropriate subheadings when you click on
certain Quick Search bar column headers. This is called sub-summarizing. For example, after
you prepare a list of Contacts, you can click the Company Name header to group your
contacts by their related company.

soe Contacts g

.

¥ PRecord: 1 of 166 Newdp Edtd Deeed Pt

Contacts swwes ey company

-
B Last Name First Mame Title: Company Mame Abbr 7 Fhone Email Status E
aACME Education Solutions, Inc. (AL}
> lenrings, Mark Sales Manbger SACME Education Solutions, Ine. Al (555) 418-9777 mark jernings@ascme-sacedemo.com i ACTIVE @) A -
> Middleton, Gerry Office Manager SACME Education Solutions, Inc. Al (S55) 418-9777 X150 gemy.middietonBascme-sacedema.com i acTivE i A -
= Wallker, Ned BACME Education Solutions, Inc. Al (555) M18-5777 %119 ned.walkerfiaacme-aacedemo.com ACTIVE e~ -

SACME Education Solutiond, Inc. (Al}

e ACE Construction Corp 50191 (85%) 6849311 wve @A -
ACC Construction Corp (S0191)

Accelerated Growth Marketing (AGM)
> Halper, Sherri Aceeleraled Growth Marketing  AGM acve @A -
Acotlerated Growth Marketing (AGM)

Advance Electrical Supply Co (50176)
> Hughes, Aaron Advaree Electrical Supply Co 50076 (312} 421-2300 ACTIVE . o -
Advarce Electrical Supply Co (50176}

AECOM Tishman (50152)
= Curts, Kyle AECDM Tishman 50152 (646} 435-6377 ACTIVE . o =

AECOM Tishman, (50192)

AFG Construction Mgmt Ine (50193)
> Manassah, Amal AFG Construction Mgt Inc 50153 (55%) 450-2674 e @A -

Show All Related Records v ﬂl

For more advanced sort options, you can click the Sorticon ( & ) in the Quick Search bar.
These sorting options vary based on the module you are working with.
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Assistant Montboro School District  MSD (555) 946-5812 horo.k12-aac = ACTIVE @ 2 -
Accounts Payable
= Delaney, Julla Adiinistrative Assistant Shea Township School District 50002 (555) 732-0201 w854  jdehsheaschools. k12.ohus B ACTIVE o, -
Accounts Payable
Administration
= Conforto, Tony Dean of Student New Start Academy 50005 (555) B17-6943  conforto@newstartacademy-asace i ACTIVE @ ~ -
> Delaney, Jula Oiffice Manager Shea Township School District 5T-50 (555) 732-0200 x205  jdidsheaschools-aacedemo.org ACTIVE . A, -
> Kincaid, Jack Oiffice Manager Berkshire Magnet High School 0133 (3na)y =035 jhinc ascedemo.edy M ACTIVE . o -
> Klamper, Anna Academic Suppan Excelsios Charter School ECS 973500 1080 anna kamper@excelsior-charter-sacbdem & ACTIVE . o -
> Raz, Sabina Director S History Department 50022 (203} 100-159% s.rao@subistorpdept-aacedema. org i ACTIVE . A =
Administration
Alumni Engagement
= Loy, Kay Assistant Superintencent of  Montbend Schosl Dstrict M50 (S55) M46-5412 klwryEmenitiong ki 2-asdedems edu i ACTIVE . o -
Aluminl Engagement
Alumni Relations
> Cuiighey, Pater Director of Alumnd Relatiors  Chadwick High School S0139 (406} 555-8476 puigley Bchs.bereman-ascedema. ech i ACTIVE . o -
Ajumni Relations
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In the Sort options, the Advanced Sort... link displays a popup where advanced users can
craft very detailed sorting instructions:

(Currﬂnt Layout (“COMN: List")

Sort Records

8

_RES_1
_UI_Statusindicator
CompanyAbbr
CompanyMame
CompanyRecLabel
ContactDepartment
ContactEmail

MantactblamaColll ©

Keep records in sorted order

Clear All

Sort Order

#+ ContactDepartmant al
# ContactMNameFullLF al

Unsort

Powered by aACE | 3

Cancel

Sort



