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SECTION 2

 Topics of SECTION 2: USING FILTERS
discussion e Overview of a filter

e Using afilter

e Searching & sorting using filters
e Filtering & sorting

WHAT IS A FILTER?

e The filter option on the pivot table is a useful tool to help analyze and
sorting data.

e When afilter is added to the header row of a spreadsheet, a drop-
down menu appears in each cell of the header row. This provides you
with a number of filter options that can be used to specify which rows

of the spreadsheet are to be displayed. _
FRZNTIER

D)




SECTION 2

Using Pivot Table
Filters

USING A FILTER:

The filter will automatically
populate when you create a pivot
table, see example to the right.

STEP 1

Using the drop down beside the
“Row Labels”, you can select certain
categories to search, or sort by.

STEP 2

Using the Select Field option at the
top, you can select which set of data
you would like to search from.

More Sort Ophans...
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SEARCHING USING
~ FILTERS

e You can manually type in the
criteria you are looking for.

e You have the option of changing
the “Field”. In the example to the

SECTION 2

Searching & '
sorting using

hMare Sort Options...
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e To sort Alphabetically, select “Row

Labels”, & choose the drop down
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LABEL & VALUE
FILTERS
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74 e You can choose “Label Filters” or
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