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Applying Excel filters

within Excel to sort data

Applying filters
1. Click the Enable Editing button in the yellow banner
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2. Right Click in the top row and select the insert option from the menu

3. From the insert menu select Entire row and then click ok

4. Ensure that the new row is selected. Then click the Sort & Filter icon in the
top right corner5. From the drop down menu select Filter

hn

I EASTERN ME

LBOURNE

Enable Editing

An Australian Government Initiative

LA A SRR = N il Rad

4. Each Cell will now have a downward pointing arrow on its right hand side.
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5. When clicking on the downwards pointing sort/filter arrow a menu will display giving you filtering

and sorting options.

Note when the document is sorted/filtered using these arrows the entire row will move or hide as one.
For example If you have a list of names and addresses and choose to sort the document alphabetically by
name the addresses in the other column will also move and remain in line with the appropriate person.

Example of Most seen clinicians Sorted A to Z
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‘Example of Most seen clinicians filtered to only
show rows with most seen clinician Betty Ryan
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4. Each Cell will now have a downward pointing arrow on its right hand side.
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5. When clicking on the downwards pointing sort/filter arrow a menu will display giving you filtering 
    and sorting options.

Note when the document is sorted/filtered using these arrows the entire row will move or hide as one. 
For example If you have a list of names and addresses and choose to sort the document alphabetically by 
name the addresses in the other column will also move and remain in line with the appropriate person.
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1. Click the Enable Editing button in the yellow banner
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Example of Most seen clinicians Sorted A to Z
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Example of Most seen clinicians filtered to only show rows with most seen clinician Betty Ryan
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