Using Autofilter

1.  Open or create the spreadsheet you want to add the filter too.

—I recommend having column titles in the first row since the filter in excel ignores cell 1 of every column.—

—Also if filtering names, have last and first in two columns since excel treats names with commas as separate words. example: geffert, bob is treated as wholly different than geffert, john. —

2.  Select the COLUMN HEADERS of each column you want to filter(A, B, C, etc.)

3.  click on data in the menu bar and go data->filter->autofilter 
[image: image1.png]



4.  There should now be little downward pointing triangles of cell 1 in each column you selected, click this triangle to filter.
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