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Microsoft Excel Sort by Month Instructions 

 To perform a Sort in Microsoft Excel by Month from a full Date: 
Follow the steps below to perform a Sort in Microsoft Excel by Month using the Helper Column Method: 

 

1. Once in the Data List go to an empty column and add a Header Name in the Header Row for the new 
column. 

a. Use a name such as Birth Month, to be used as the sorting Header Name. 

 
 

2. In the cell just below the new Header Name enter the formula =MONTH(First Cell with Date for 
Sorting) 
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3. To add the formulas to all of the cells below that point, float the cursor over the bottom right hand 
corner of the cell until a + sign appears and then Click Hold and Drag Down. 

 
 

4. Release the mouse button once the range of cells matches the length of the Birth Date Column. The 
correct Birth Month will appear in all of the cells that have been updated in this manner. 

 
5. Select the all of the columns by clicking on the square above the first number and to the left of the first 

number on the spreadsheet. 
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6. Now select the Data menu command Sort. 
 

7. Then select the sort option, Sort By and click on the down arrow and click on the header that contains 
the Birth Month and then OK. 

 
8. Your spreadsheet is now sorted by Birth Month. 

 
 


