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• When you have retrieved your records (F5 or File Retrieve etc) , they 
will normally be sorted in a ‘logical’ sequence for that data – for 
example, if you retrieve all students on a particular Study Programme 
in the SPR screen, they are returned in alphabetical order of Surname:  
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If, however, you would prefer to go through the records in UB Number (SCJ 
Code) sequence, you may change the sort order:  
 
Having retrieved your records, highlight the field you want to use for your main 
sort key, and from the menu, select Misc/Sort 
 
 

 
 
 
 
 
 
 



• You are presented with a screen which lets you specify sort sequence 
 

 
 

• Use the drop-down boxes to select what fields you want to use (up to 
three). You may specify either Ascending or Descending sequence by 
clicking the radio buttons on the right of the screen.  
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Note that you are not 
restricted to the actual code 
fields, you may also use the 
“plain English” text next to 
them – place the cursor 
anywhere in the relevant 
BLUE text before selecting 
MISC/SORT 
RECORDS.doc 


