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How to manipulate the English in Mind Wordlists 
The wordlists are currently in alphabetical order for the whole book. You can change this to show the words 
unit by unit, as they appear at the back of the Student’s Book: 
 

• To sort wordlists unit by unit: 
◊ Highlight whole document (click the beige box to the left of A in the top row – the document 

will go blue)  
◊ Click Data from the top toolbar 
◊ Select Sort from the drop down box 
◊ In the Sort by section, select Unit number and Ascending from drop down box 
◊ Tick Header Row 
◊ Click OK 

 

 
 
 
• To sort wordlists alphabetically through the whole book: 

◊ Highlight whole document (click the beige box to the left of A in the top row – the document 
will go blue)  

◊ Click Data from the top toolbar 
◊ Select Sort from the drop down box 
◊ In the Sort by section, select English word and Ascending from drop down box 
◊ Tick Header Row 
◊ Click OK 

 
 

• You can use the same method to sort the document in any way. For example, by unit and then by part of 
speech which will group all the nouns together, all the verbs together etc.  

◊ Highlight whole document (click the beige box to the left of A in the top row – the document 
will go blue)  

◊ Click Data from the top toolbar 
◊ Select Sort from the drop down box 
◊ In the Sort by section, select Unit number and Ascending from drop down box 
◊ In the Then by section, select n, v, adj, adv from the drop down box 
◊ Tick Header Row 
◊ Click OK 
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• To print the whole wordlist, or just a section of it without making any further changes: 
◊ Highlight the area to be printed (eg. All of Unit 3 or Actually to barefoot including definitions 

and examples) 
◊ Click File from the top toolbar 
◊ Select Print Area from the drop down box 
◊ Select Set Print Area from the menu 
◊ Select Print from the top toolbar 
◊ In the Print what section, select Selection 
◊ Click OK 
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• To make a test, an exercise or a dictionary for students to complete, it is easier to copy the selected area 
into Word. You may want to sort the document first, to put it in unit order (see above): 

◊ Highlight the area you want to use in your test (eg. Actually to barefoot) 
◊ Click the right button on your mouse 
◊ Select Copy from the menu 
◊ Open a new document in Word 
◊ Click the right button on your mouse 
◊ Select Paste from the menu 
◊ You can now delete any of the text from the table for your students to complete: 
◊ Print 

 

 
 
 

 
1

2


