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For sorting: Click -> Data -> Sort 
 
For Filtering duplicate leads: Click -> Data ->Filter -> Advanced Filter 
 
To break addresses: Click -> Data -> Text to columns -> select the symbol from where to break (e.g , . ; ) 
 
To format phone numbers: Select the whole phone column ->Press find option -> Use search and replace option in it. 
 
Note: You will have to add new columns on left when you want to break the address into more columns. 
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