
 

Sorting Summary Screen Data 
Summary screen data can be sorted in ascending or descending fashion by clicking on 
the column header of the column containing the data that the sort will be based on. The 
first click will sort the data in ascending fashion; the second click will sort the data in 
descending fashion. 
For example, to sort a collection of contact records in ascending fashion by source, 
ensure that the Source column is on display and click the Source column header. 
 

 
Figure 1: Individual Contact Summary sorted in ascending fashion by source. 

Sorting and Grouping Summary Screen Data 
Records in a summary screen can be sorted and grouped using the Change Sorting 
tool. 
To Sort and Group Data – 

• Move cursor over the Customize Spreadsheet Layout button in the summary 
screen toolbar. Important: Do not click on the Customize Spreadsheet Layout 
button – the Change Sorting box will appear automatically.  

• Select a sorting option in the Change Sorting box. 
Note: Any sort option in the Change Sorting box can be used to sort data even if 
the corresponding column is not on display in the summary screen. 
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Figure 2: The Change Sorting box attached to the Customize Spreadsheet Layout button. 

• After selecting a sort option, the summary screen will be reloaded based on sort 
selection. Data in the summary screen will also be grouped together based on 
sort selection. 

 

 
Figure 3: Summary data sorted and grouped. 

• Grouped data will include a heading indicating the nature of the grouping, 
records alphabetized based on contact name, and a sub-total of records in a 
grouping. 
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Sorting data using the Change Sorting box will also add a Display Pie Chart button to 
the summary toolbar.  
 
To Add a Pie Chart to Sorted and Grouped Data – 

• Click the Display Pie Chart button in the toolbar of a summary screen that has 
been sorted and grouped. 

 

 
Figure 4: Pie chart added to sorted and grouped data. 

If summary data is resorted using the Change Sorting box while a pie chart is on 
display, the pie chart will be reloaded based on the newly selected sort. 

Saving a Sort Selection for Future Searches 
Both the column header sort option and the sort options available in the Change 
Sorting box create temporary sorts. The sorting will not be saved when a new screen is 
viewed.  
However, it is possible to save a sort selection for future searches. 
 
To Save a Sort Selection – 

• Click the Customize Spreadsheet Layout button in the summary toolbar. 
• Click the Sort By drop-down in the Spreadsheet Customization utility. 
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Figure 5: The Sort By drop-down in the Spreadsheet Customization utility.\ 

The options available in the Sort By drop-down match the options available in the 
Change Sorting box. When an option is selected in the Sort By drop-down, summary 
data will be sorted and grouped based on sort selection. The selection will also be saved 
for future searches. 
 

• Select a sort option. 
• Click OK. 
• Select a save option. 
• The summary screen will be reloaded based on sort selection. 
 

Important: Saved sorts will only apply to searches based on the same kind of data on 
display in the summary screen that has been customized. For example, if the Individual 
Contact Summary screen has been customized with a sort, an Individual and Business 
Contact Summary screen will not be displayed based on the same sort. 
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