Adding Filters to your Worksheet
Adding filters to your worksheet allows user to breakdown specific information into a defined group.
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To add filers 

1. Select the first cell.

2. Click Data-Filter-AutoFilter.
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3. Filters will be added as shown below allowing a more defined search for information.

How to perform a query of information:
4. Click on dropped down arrow of desired cell.
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5. Select Custom

a dialog box will 

appear.

                                                6. Within the dialog box you 







determine the type of search







to perform and set the parameters.
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7. Click OK when done.

8. To view all of the



     data again click on



     the filter which has

     turned a different



     color from the rest and click (ALL).
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