
Law Enforcement Public Data Report – Data Sort by City Instructions

Click on the link to open the csv file.

Choose whether you want to Open, Save, or Save as.

 Choosing ‘Save’ will save the file to your computer’s Downloads folder
 Choosing ‘Save as’ allows you to save the file anywhere and name the file

Expand the report columns to view all the information in the report.



Highlight all information in the report by clicking on the arrow in the upper left corner of the 
document, above Row 1 and to the left of Column A.  

On the menu ribbon, click the DATA tab and select the Sort option.

In the Sort window, click the drop-down arrow to Sort by ‘Address_City_Description1’ and 
click OK.



The report will now be sorted by the City where the Incident took place.

To extract just one city, such as Denmark Township, scroll through the list until those 
incidents are displayed.  

Select the incidents for the city by clicking on the row number, holding down the left mouse 
button and dragging down until you have all the information highlighted that you wish to 
extract.

Right-click and select Copy.



The data extract can be copied into another Excel file or to another tab in the currently 
opened document by right-clicking and selecting Paste.




