
To create an address book: 
 
1.  Open Excel 
 
2.  Type in the columns across the top row 1: 

      
 
3.  Change the size of the column (address) by placing cursor on the 
Column Title Bar between column C and D.  Drag your curser to the right. 

 
 
4. Type information for each person in one row: 

 
 
5. Special zip code format: 

a. Go to Format > Cells 
b. Choose the Number tab, then Special > Zip Code 
 

This allows the zip code to start with any number including 0. 
 
To alphabetize your address book: 
 

1. Highlight the column you want to sort. 
2. Choose Data > Sort 
3. Check the dot that says “Expand the selection” so that it will choose 

the whole spreadsheet to sort. 
4. Click on Sort. 

a. Sort by Last Name 
b. Ascending order 
 

Click OK 
 
Pull down under File to Save As 
     Save as (Your name) Addresses.  Print one copy. 
 


