
How to Export and Sort Data into Excel 

From the Query Tool, select Export to Excel in the top left corner.  Then open the file and when prompted 

select “yes” to the question below.  It will then generate an Excel file of your data from the Query Tool.  Please 

see the images below for additional information.  

Open File

The following steps are one example of manipulating data in an Excel file.  These steps allow for filtering of 

data to get to the root of our question.  This is just one way but there may be better or different ways.  Similar 

steps can be used for different variables as needed when working with the list function in the Query Tool. 

1. Delete Merged Cells/ Rows (in the picture above, that’s rows 1 – 11).  Excel cannot sort/ filter with

merged cells.

2. Go to Exit Column; Highlight Column; Select Sort/ Filter:  A  Z (See next page for picture.)

3. A window will appear to ask if you want to expand the selection.  Click Yes.

4. The automatic sort will happen and HPOG IDs are now sorted by exit (no, yes, and blank/ missing)

5. Go to the Exit Column; Find the rows that say Yes; and delete those rows.  We want to see only

“active” (no's or blanks for exit) HPOG IDs.



6. Go to Began Column; Highlight Column; Select Sort/Filter:  A  Z

7. Go to the Began Column; Find the rows that say No; and delete the rows.  We only want to see those

who began occupational training.

8. Go to Successfully Completed Column; Highlight Column; Select Sort/Filter:  A  Z

9. Go to Successfully Completed Column and find those rows that say no.  These should now be a listing

of those participants that began occupational training, but have not completed occupational training.
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