WORKSTATION 1

Searching for data
Using a filter

Filtering data in a spreadsheet lets you find data you want.
When you filter data, entire rows will be hidden if the values ——

do not match the filter criteria. Does Mot Equat._

Here are some of the ways to filter records in a spreadsheet. Greater Than

Filtering data that matches a criterion :::";_""‘g S

The data table shows the details of items at a supermarket. Less Than Or Egual To

We will filter the table to find all items that are less than $5.00. Setween
Criterion: Item price less than S5 00

STEPS

Go to any cell in the data table.

2 Click on the Data Tab.

Click on the Filter icon.

Click the drop-down arrow in the Item price column.
Click on the Number Filters option.

Click on Less Than in the drop-down menu.

i

Keywords
filtering: only showing data that matches particular criteria
criteria: the conditions for a decision (Note: criterion is the singular of criteria.)

Tlick on the drop-down arrow to select the item price $5.00.
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Click OK.

The data table will be filtered to show only the records with item prices less than $5.00.
There are only two items that are less than $5.00.




