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How To Sort 
To sort your items in alphanumeric order, go up to a column heading and 
click once. For example, clicking on the top of the Title column will sort all 
items by their title in alphabetical order starting with A, or numerical order 
staring with the lowest/earliest. If you wish to sort staring with Z or starting 
with the latest, click once again on the column.  

OPTIONAL: you can change the default sort setting. By default, items on top 
are the ones most recently registered into Content Manager. You could leave 
it this way or choose to set the default to sort items in alphanumeric order 
starting with A and/or the lowest/earliest number. To do this, click the 
Content Manager logo in the upper left corner, and click on Options.  

Next, click on the Search Results column and uncheck the 
bottom box “Show the contained items in reverse date 
registered order.” 



Sorting in Content Manager 9.3 

Additional questions? Contact ORMS Support at 
1-888-354-2006 
ormshelp@chavessupport.com

2 

Now, with your setting changed, when you run a search or open a folder, your 

items will be sorted in alphanumeric order by the title, starting with the earliest.  

You can still click on individual title columns to sort them, as discussed earlier. 

You can also change your default setting back to sorting items in reverse date 

registered order, so that the most recently added documents appear first.   


