WORKSTATION 2

Filtering data using a key word

Ly < o E
We can also filter for specific words. I.—
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! Go to any cell in the data table.
Click on the Data Tab
Click on the Filter icon.
Click the drop-down arrow in the Section field.
Type the key word Dairy in the Search box.
Click OK.
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The data table will be filtered to show only the records with ‘dairy’ items.
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Item Secti Item Original |[Quantity
1 Name - L - |Quantity - -
2 Eggs Dairy $10.00 100 75
§_|Milk Dairy $5.00 300 150




