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LESSON 8 SPREADSHEET SORTING Part 2 Filter & Sort

You will use the same spreadsheet you used in Part 1. Filters are used to find specific
values based on rows of data. You will then be asked to sort the data several different
ways with filters. To Activate Filters in Google Sheets, you click on DATA - FILTER.
You will have drop down boxes appear. It would be best to watch the video as you work
the lesson.

Using a Filter to Sort Spreadsheet.

1. 1™ FILTER SORT: Go to DATA select Filter All filters will appear.
a. Click State clear (clears all filters) then select CA only
b. Only CA should appear. If you were to print this out.
c. Go back to the State Filter and click on Select All and OK.

2. 2"P Filter Sort: Select Age filter—Clear & Select 9

a. When done go back to Age and Select All and OK.
3. 3" Filter Sort: Filter by multiple columns

a. Click Gender & Clear then choose F click OK

b. Click State & Clear then choose CA

c. You should have two people appear from CA 16 & 60

d. Clear both Gender and State.
4. 4" SORT: Select the whole data sheet.
a. Click Data — Sort Range —Click Data has header row.
b. Click Data — Sort by Age Click add another sort by State
c. Check your sort Age first then State
d. You may reset the sheet by Window Control Z or Mac Command Z
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https://youtu.be/yEwGleGEsrs

