NOTION HOW-TO

How to sort database entries

1. Click the sort arrows
2. Click the sort direction
3. Choose new to old

3 steps. Watch the video or a step's GIF for the motion; this guide holds each step's result.



Step 10of 3

Click the sort arrows

They sit next to the funnel. This view is already sorted by Due Date, oldest first.
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+ Add sort ® Done 10/05/2026 Critical 10/17/2026
i Delete sort dment @ In progress 10/21/2026 Critical
/' Approve tilt panel mix design ® Current Focus 10/22/2026 Critical
 Approve Q4 subcontractor rate increases ® Next Up 10/23/2026 High
/ Finalize winter concrete plan @ Current Focus 10/23/2026 Critical
\/ Review precast production schedule @ In progress 10/27/2026 High
' Set winter temporary heat budget ® |n progress 10/28/2026 Medium

+/ Resubmit guard house CO-01 pricing ® Next Up 10/30/2026 High
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Step 2 of 3

Click the sort direction

Each sort has a property and a direction.
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/' Approve tilt panel mix design
 Approve Q4 subcontractor rate increases
/ Finalize winter concrete plan

/ Review precast production schedule

' Set winter temporary heat budget

/ Resubmit guard house CO-01 pricing
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Step 3 0of 3

Choose new to old

The latest due dates move to the top. Add sort lets you sort by a second property too.
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@ Approved 3 Paula Brennan  $6,800,000.00
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4 Due Date o*
Aa Task Title
J Buy out roofing package
W/ Submit site utility as- blilts to village
/ Coordinate crane pick plan with ComEd
' Order dock levelers (20-week lead)
/ Collect COIs from all site subcontractors
/ Resubmit guard house CO-01 pricing
' Set winter temporary heat budget

/ Review precast production schedule
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