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LO3: Common Spreadsheet Usability Features
1. SAVE THE SPREADSHEET, LOAD AN EXISTING SPREADSHEET AND EXIT FROM THE
APPLICATION

[&] Save As &J‘
@\:‘J'L‘-i » Computer » v|"|| Search Computer 2
To save spreadsheets go to File 2> Organize = =~ @
. . . . 6 Level - Advance * 4 Hard Disk Dri 2
Save or Save As. If it the first time e
B Desktop i L-Ufal Disk (T3} -
the spreadsheet is being saved the 4 Libraries gh/u.:csfreecfmcs
? Documents Local Disk (E:)
i i d'M S———
Save As window will open. Here 3 Elp‘:;‘:es ) —
options ShOUld be decided _ the flle B videos 4 Devices with Removable Storage (1)
ﬂa Homegroup -
. . WGl DVD/CD-RW Drive (D:
location the document will be saved, o ymagh =" e
1% Computer -
. € Network i
the File Name and the Save as type. =
File npame: Monthly Budget -
. . Save as type: [Excel Workbook -
1. The location the document is S —— SR
saved to should be selected from [ Save Thumbnail
the left pane and the centre = Hide Folders Tools ~ [ Open | [ Concel

panel. To save to a USB scroll the
bar down to computer and click on the USB. If a new folder is required for the spreadsheet click
on New Folder then name the folder and double click on it to open it.

2. Ensure that a relevant File Name is chosen for the spreadsheet - Book1 is NOT a good file name!
In this example the spreadsheet is named Monthly Budget.

3. Chose the Save as type this is usually always the default Excel Workbook however in LO5 we will
be using the Excel Macro-Enabled Workbook. Other commonly used file types are Excel 97-
2003 Workbook (used to ensure the spreadsheet is backward compatible with older software),

Excel Template, Text (tab delimited), PDF and Web Page.
When all three options have been decided click on Save.

If a document has been previously saved the Save button can be used to save onto the same file
location, name and file type, the Save As window is only needed on the first save. The keyboard

shortcut for saving is Ctrl + S, learn this shortcut and use it regularly when working on a document.

To open a spreadsheet file which has already been created two methods can be used:

1. Open the file from the folder it - x RN
@vv‘ <« SN1977 Spreadsheet Methods » LO 2 Key Spreadsheet Elements ~ [ 4 ||| Search (0 2 Key Spreadsheet Elements P |

is saved in, browse to the folder in Orgonize v (E|Open v Print  Emal  Bum  Newfolder - O @

X Favorites o (WER 26iplor Ky SpreadshestEements I | 2 Bxplore Ky SpeachestEements
Documents and double click on the B Desio j'zif:‘.é‘i;é“"“"'D“”"“”‘ o

-t EDW"LD;‘“ Iglj ST T S e U
. £ Recent Places Results
ICONn for the SpreadSheet. @ Monaghan County Boar A | Microsoft Excel 97-2003 Worksheet

W veC
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2. Open the Excel Software package from the start menu. This will open a . _
|!-___.- Microsoft Office Word 2007 ui
blank spreadsheet, go to File - Open and browse to the location of the |r_5 Microsoft Offce PowetFoint | o
2007
spreadsheet from the Open window. From here double click on the file and it =
will open in the Excel program in the software. [
| @J ScreenHunter 5.0 Free
@ Macromedia Fireworks &
Always ensure the spreadsheet is saved before closing Excel. Use Save As or Al progeams
Ctrl + S as previously explained. The exit the excel application. B
fistat @ £ G
- M| x There are two ways to do this go to File = Exit.
@ - Or alternatively use the Close button at the top right of the screen.

2. EDIT FUNCTIONS ON A TOOLBAR

The ribbon toolbar can be hidden or shown using the Minimize/Expand the ribbon button in the top

right of the ribbon. r—
o
TASK 1 Experiment with the display and hide ribbon button.

There are 8 tabs shown on the [ 5. )
rlbbon these al‘e Home, Insert, General Customize the Ribban.
Farmulas
Choose commands from:(; Customize the Rigbon:
Page Layout' Formulas' Data, Procting Popular Commands [=] Main Tabs [=] |
Save
. . . Lanouage il AN Chart Types... - Main Tabs
Review, View and additional — Borcen e 1) Home
Advanced & Calculate Now rsertL .
= Center & age Layou
H B ustomize Ribbon %) Conditional Farmattin # [¥| Formulas
menus which will appear when ustomie s B Coramerm romattng ' Em‘
Quick Access Toalbar 53 Copy V] Review
. B Custom Sort... 1 [] View
required, for example, an Addins % | 1[4, Develaper
Trust Center A" Decrease Font Size :dd:m e |
% Delete Cells... ackground Remova
additional tab called Drawing 5 DeeteSheet Colomn:
[ E-mail Add >> N
. & 1! olor »
Tools Format is shown when a - e < emave -
Font iR =
A Font Calor »
shape is selected. P I
;é Format Painter
Freeze Panes »
A~ Increase Font Size
To hide or display any of these - e e
%" Insert Sheet Columns
ey o= Insert Sheet Rows New Group Rename
tabs or to show the additional 2 e
) 2 Name Manager o [mport/Export = |
Developer tab go to File >

Options - Customize Ribbon.
This will open the Excel Options window as shown. From here it is possible to turn off a tab or group

or turn on a tab by selecting the correct tick box.

TASK 2 Experiment by turning on and off the Home tab.
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LO3: Common Spreadsheet Usability Features

The Quick Access Toolbar is a shortcut toolbar which is visible above or below the ribbon (move it by

selecting show above/below ribbon from its drop down list). Popular commands can be added and

removed from this toolbar to suit the individual user.

To add commands to this toolbar, click on the drop down

arrow at the end of the toolbar and select the command

needed to turn it on.

Additional commands can be
added by opening the More
Commands option.

This will open the Excel Options
facility. Through this window any
of the commands available in
Excel can be added to the Quick
Access Toolbar. To add these
options to the Quick Access
Toolbar click on the function
needed and click on the Add
button. In this example the Sort
Ascending and Borders
commands have been added to

the quick access toolbar.

Choose commands from dropdown as shown in the diagram.

corner of the window there are the following buttons.

TASK 4 Create a new tab and rename it as your name.
Add a new group to the tab created and add

five commands that you commonly use to this

group.

A e —_
I.H q - 7 S =
Excel Options ? &1
General @ Customize the Quick Access Toolbar.
Formutzs Choose commands from: (i Customize Quick Access Toolbar: (i
Proofing Popular Commands El For all documents (default) El
Save
<Separator> - = save
fangueas 9 undo '
Advanced |:'| Caleulate Now ™ Redo »
_ = Center 4} sort Ascending
Customize Ribbon # Conditional Formatting » {ii Borders »
Quick Access Toolbar |4 connections 3
53 Copy
Addns il Create chart
Trust Center W Custom Sort..
& Cut
% Datasheet Formatting
" Decrease Font Size
;n Delete Cells...
' Delete Sheet Columns
= Delete Sheet Rows
i E-mail
& Fill Color »
“T= Filter
Font =)
A Font Color »
Font Size I-
# Format Painter
& Freeze Panes b
A" Increase Font Size il
Show Quick Access Toolbar below the Customizations: ’
Ribben [import/Export =
Commands are organised by tab, selecting the tab which contains the command needed from the
TASK 3 Add the commands Sort Ascending, Borders and Format Painter to your quick access toolbar.
As previously shown in Display or Hide a Tab the Developer toolbar can be turned on from Excel
Options to allow access to Macros, Controls and XML. In addition to this the user can create new
tabs and groups on the ribbon. Go to File > Options = Customize Ribbon and in the bottom right
I I
l MNew Tab ] l New Group ] [ Rename... ]
Customizations: i
Import/Export = |0
[ OK ] l Cancel
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Tabs and groups can be removed after they have been created by clicking on the relevant tick box

and using the remove button.

<< Bemove

TASK 5 Remove the tab after you have created it.

3. EMPLOY WINDOW MANAGEMENT TECHNIQUES

The Freeze Panes command allows a row or column to be frozen in place. This can also be applied to

a group of rows or a group of columns.

To freeze from a column from moving across the page, highlight the column and go to View tab to

the Window group click on the Freeze Panes button on the View menu/ribbon as shown in this

a1

Panes | ] Unhide

i3 Synchronous Scrolling

View Side by Side

=
e

Save Swi
#14 Reset Window Position | ywork:

H

space Wind

Freeze Panes

image.
3\1 H9-o-0 )~ Book2 - Microsoft Excel
]
Home Insert Page Layout Formulas Data Review Wiew Add-Ins
= Ruler Y| Formula Bar 5 8t |
E|[E i) 6 R L1 &\
V| Gridlines V| Headings Tt I
mal| Page Page Break | Custom Full Zoom 100% Zoomto Mew  Arrange | Free;
Layout  Preview Views Screen Message Bar Selection || Window  All
Workbook Views Show/Hide Zoom _
c1 ~( £ | ZE]
A B c D E F G H | J i
!_[_ ]

Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection}.
Freeze Top Row

Keep the top row visible while scrolling through
the rest of the worksheet,

Freeze First Column

Keep the first column visible while scralling
through the rest of the worksheet.

o

In the same way it is possible to freeze from a row down the page, highlight the row and click on the

Freeze Panes button.

Finally to freeze both the top group of rows and side columns click into the cell under the cross

point of the two sections and the rows and columns to the top and left become frozen.

T ey eaE T = i O T oW

— Ruler | Farmula Bar ) == | = B Split
& i Q1 ® = omc
¥ Gridlines ¥ Headings | * = = —! — Hide
Mormal| Page Page Break | Custom  Full Zoom 100% Zoomto Mew  Arrange Freeze _
Layout  Preview Views Sereen Message Bar Selection || Window Al Panes~ ] Unhid
Waoarkbook Views Show/Hide Zoom
c6 - |
A B C D E F G H | ] K L
1
2
3
4
5
6 |
_—n
7
B
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LO3: Common Spreadsheet Usability Features

This is very useful when a spreadsheet has

=] Split ) View Side by Side
become bigger than the page size it is bein ; ;El
&8 pag g 1 Hide i3} Synchronous Scrolling TH
Freeze

Save

viewed on. To turn off a frozen section of cell || =510 "5 1= | niae | g Recet window Position Workspac

click on the Unfreeze Panes button as shown.

and a group of columns and rows. Then

turn the freeze option off.

TASK 6 Freeze a worksheet by a column, row :,__I ‘FFEEIE Sheet Panes

Unfreeze Panes

Unlock all rows and columns to scroll
ough the entire worksheet,

ble while scrolling
through the rest of the worksheet,
Freeze First Column

Keep the first column visible while scrolling
through the rest of the worksheet,

A split screen allows the user to look at and edit different parts of a worksheet at the same time to

. |

Window

Split

Split the window into multiple @]
resizable panes containing views
of your warksheet.

You can use this feature to view
multiple distant parts of your
worksheet at once,

facilitate this, the split screen option splits the window
being worked on into multiple resizable panes all
showing the same worksheet. If any information in any
one of the split screens is changed, it is automatically
changed in the other windows of the screen, this is
because only one copy of the spreadsheet is being
worked on but it is being viewed from different

sections.

To split a spreadsheet click on a cell and click on the Split button on the View ribbon in the Window

group. This will split the spreadsheet in four different sections from that cell. To remove the split

click on the split button again and the spreadsheet will return to normal.

A B c D E F G H 1 J K L M N o] P a R s

31

32

EE]

34

35

36

37

38

39

40

41

42 _!
43

44

45

45

47 ]

In addition a screen can be split in two from one row or column. To do this highlight the row or

column where the split will start from and click on the Split button.
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|
=]

To show more than one window at the same time go to the View tab to the Window group and

select the Arrange All button this will show all Excel windows which are currently open on the one

page.

Chose how the multiple windows will be displayed Tiled, Horizontal,

Vertical or Cascade. For example if there

spreadsheets currently open they will be displayed as follows with

the tiled arrangement.

TASK 7 Open two workbooks and experiment with the Arrange All

Arrange Windows E|E|

Arrange
are three Excel -

) Horizonkal
) Wertical
) Cascade

[] windows of active workbook,

command. | o || cancel

&) Book2 = = =
A B c D E F G H 1 | A B c D E F G H 1
1 B
2 32
3 33
. 3
s 35
5 —1 at
7 37
8 38
5 9
10 a0
1 a1 &
= =|[ 4 4 » M| Sheetl Sheetz - Sheet3 . ¥J
13
1
A B c D 3 F 5 H 1 J

| —— |

26
W 4 » b | Sheetl Sheet? ~Sheet3 %1

W 4 » M| Sheetl ~Sheet? - Sheet ~¥J

To return to showing any one spreadsheet double click on the title bar at the top of the spreadsheet

required for viewing.
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LO3: Common Spreadsheet Usability Features

To Switch Windows means swapping or exchanging between

two different windows or two different excel spreadsheets. To

use this function first open at least two different excel ':—H :‘%IJ -;g
Switch

spreadsheets. Then go to the View tab to the Window group | Save Macraos
Workspace Windows = K
and select the Switch Windows command. 1 B‘%jﬁ 05
v | 2Bokk2
To select the spreadsheet needed click on the name of the ————F——
0 P 3 Bookl

spreadsheet from the drop down menu. This tool can be very
useful if more than one spreadsheet is open and the user

needs to switch between the spreadsheets regularly.

4. SORT A SPREADSHEET

Sorting can be applied to a table down a column using the label of the column. This is called sorting

on a Selected Key. The Sort command can be accessed on the 4] [ L? X Clea
Z¥ |z|a r
Data tab in the Sort & Filter group and on the Home tab in the Z| sort . & heapph
e "'“l’ :!‘:,?'Aduanced
Editing group. I

To apply a sort to a column by a key, click into the table on the relevant column and click on the
relevant sort button =1 (ascending)or | | | (descending). The data is instantly sorted

according to the selected column.

To apply a custom sort to a table go to the Data tab to the Sort & Filter group, highlight all the cells

in the table including the title cells of the table (or click in the table) and click on Sort.

| A . B | ¢ | D | E F G H
1
2 Sports Shop Football Sales
3
4 Club Shirt Shorts Hats
5 |Liverpool 564 26 346 '
6 |Manchester 451 e s —
7 Juventus 351 “’glﬁdd Level ” Xgelate Level H =3 Copy Level ] [ Options... ] My data has headers
8 |Aston Villa 325 sty s P ] [t
9 |Leicester 313 |
10 |Chelsea 231 I
11 |[Newcastle 214 |
12 |Blackburn 134
13 |Blackburn 134 |
14
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This brings up the Sort window to sort using the labels entered for the table ensure the My data has
headers tick box is turned on. Then choose the column to sort and the way the information is

sorted, data can be sorted by Values, Cell Colour, Font Colour and Cell Icon.

TASK 8 Type the following table into a worksheet and experiment with both Key Sorting and
Custom Sorting. For the custom sort organise the data first by club, then shirts and then
shorts.

A B C D E

1

2 Sports Shop Football Sales
3

4 Club Shirt Shorts Hats

5 Chelsea 231 221 98
6 Juventus 351 361 106
7 Blackburn 134 234 108
8 Newcastle 214 111 115
9 Blackburn 134 24 156
10 Leicester 313 225 156
11 Aston Villa 325 123 213
12 Manchester 451 112 241
13 Liverpool o564 226 346
14

15

NOTES:
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LO3: Common Spreadsheet Usability Features

5. USE FILTERS AND THEIR RELATED OPTIONS
Filtering is applied to lists of data, allowing certain data to be display and unrequired data to be
temporarily hidden. To turn on filtering highlight all the data and headings and go to the Data tab to

the Sort & Filter group and click on the Filter command button. .

There are three types of filters that can be used they are text, date and number. Filters are applied

differently depending on the data to be filtered.

To apply a Custom Filter to a NUMBER there are a variety of options experiment with some of these
options to understand how they behave. Notice that those options with the three dots after them
for example Greater than... will open a Custom Auto Filter dialogue box to allow the required figures

to be set (see below).

Mumber Filters » Equals...
Search jo Does Mot Equal...
1] (Select All) - Greater Than...
[
I:’_.IEESDIDD [ = ST NI Al Equal To...
[+ €350.00 =
[+ €360.00 Less Than...
¥ €397.00 Less Than Or Egual To...
¥ €460.00 Between
¥ €467.00 R
[+ €501.00 Top 10...
[+ €570.00
bl N
7 Above Average
[+ €670.00 il above Averag
Ll ecanan Below Average
oK Cancel Custom Filter...

r '
Custom AutoFilter m

Show rows where:
Amount

iz greater than |Z| 1500 E
@ and () Or
[=] [=]

Use ? to represent any single character
Use * to represent any series of characters

OK l[ Cancel ]
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To sort data by a single value or text item, drop

Eson 4 Fruit and Veg - Filtering [Compatibility Mode] - Microsoft Excel

down the filter list as shown and select the desired

option.

filtered by the word apple.

2

In the example show the data is being

Data Review View Developer
Connections al [arz & C % = = |2 Data Validatior
¥ ) v |z|a 7 EEE g )
Froperties -5 ply |_'E|:| Consolidate
| il Sort Filter Y Textto  Remove —
bdit Links 7 Advanced | Columns Duplicates [EP What-If Analys
ctions Sort & Filter Data Tools
Filter (Ctrl+Shift+L) L
wl] Kl Enable filtering of the selected
cells,
"eg shop Once filtering is turned on, click
the arrow in the column header to
choase a filter far the calumn.
Cost Pric
£0.
£0.
£0 (@) Press F1 for more help.

Fruit and Veg Shop
3
4 [Fruit ~[variety Cost Pric[.|Sale Price .| The following is the result of the
%] SotAtoz k Lady £0.49 £0.55 . .
B izt s Pink £0.89 £135 filter. Note that the lines have not
Sort by Color =] £0.23 £0.40
. nny Smith £0.23 £0.43 all been displayed.
) , fan £0.78 £1.05
_ bd £0.31 £0.58
L * Hen Delicious £0.22] |1
] (Select All encia £0.31 2 Fruit and Veg Shop
il £064| |3
Corange sh Queens 0591 4 [Frydt i Variety -|Cost Pric[- |Sale Price-|
Opateto E ;0'2? 5 ;\gme Pink Lady £0 49 £0.55
J Edward ;D 891 "5 Pkople Granny Smith £0.23 £0.43
= ;0'75 11 |Apple Golden Delicious £0.22 £0.41
ster £0.82 5 {apple Gala £0.27 £0.54
shew £0.83 o0
| &
r
8 |Order - Date v|SE|I125|::uer5t:-n Hﬂ
9 1009 29%] sortatez
10 1010 01%] sortZtos
A text filter can also be used on part of a 11 1011 01 Sort by Color .
d, f le in this filter the letters Ja - o2 %
word, for example in this filter the letters Ja . 1013 03 ©
are searched and this returns two names 14 1014 02 X
15 1015 04
16 1016 04 X
17 1017 04 rch Results)
13 1018 05 i1 Add current felection to filter
19 1019 05 ' James
20 1020 06 Mary Jane
71 1071 06
& Order - | Date - | Salesperson -T| Amount -
29 1029 21/06/2011 Mary Jane €4.270.00
33 1033 07/01/2012 James €£400.00
35 1035 07/01/2012 Mary Jane £€1,570.00
38 1038 09/01/2012 Mary Jane £925.00
40 1040 14/01/2012 Mary Jane €2,074.00
42 1042 03/02/2013 James £4,765.00
45 1045 05/02/2013 Mary Jane £780.00
46
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LO3: Common Spreadsheet Usability Features

Custom Filters can also be used for DATE filters. In this example the month of May is custom
searched in the Date column. The filter list automatically shows all the available dates showing May,
when applied only sales in May are shown. Clicking on the plus symbol next to the month will show

all the available days in that month.

& Order

- | Date -1 | Salesperson - | Amount -
9 1009 29/05/2011 Tommy £1,245.00
33 1039 10/05/2012 Tommy €360.00
45 1045 05/05/2013 Mary Jane €780.00
46

In addition using a number here will bring up all the dates with that number in them. For example

typing 4 — will give any dates with 4™ 14" or 24",

The following wildcard characters can be used as comparison criteria for number filters.

Use To find

*4 This will show any number containing a 4 anywhere in the number.
4% This will show any value starting with the number 4.

?1,* This will show all values that start with one thousand — 1,???.

i Between...
v

Date filters can also be applied in pre-set group categories | ate T satespd iomorrow N
R ! . | sort Cldest to Newest ‘oday 1
as shown here. In this example the filter will show all | s Yestergay r
ort Newest to Oldest
Sort by Col Next Week
orders places Last Year. i s e
Last Week
There are a variety of different options here for date Date Eitters :’e’“f"”t”‘
his Month
Search (A pa =
filters. Some of these options can be filtered further, for @ (Select Al) test Month
+-# 2013 Next Quarter
example the Between... filter can be used to set two :iﬁﬁ This Quarter
) Last Quarter

specific dates.
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To filter data by multiple values in one column, select more

than one value and the resulting list will show all of the rows

with the two selected values.

4 Fruit - |Varie
4] sotatoz Li
Z|| sortztoa rs |

Sort by Calor » @
. nn:
\ an
od
Text Eilters 3
der
(] (5elect All) B0
[v] Apple Zil
[JMuts h
Bons: :
[]Potato a
oE
el
ste
she
oK ] ’ Cancel ]
r o - =l

1
2 Fruit and Veg Shop . . .
3 Filters can be applied on multiple
4 Fruit a||Variety -jCost Pric[-|Sale Price/~ .
5 Apple 5} sotatoz £049 05| columns at the same time.
7 |Orange %l sortztoa £0.23 £0.40 :
g |Apple R —— \ £0.23 £0.43 Choose the filter to be set and
10 Crange £0.31 £0.58
11 |Apple , £0.22 £0.41 select the value it should be
12 |Orange et il , £0.31 £0.58
= ext Filters = . ..
13 |Apple £0.27 £0.54 filtered by. It is important to note
20 ] (Select All)
. - [ Elood . e .
21 Apple price is per CJcela that filters are additive, which
22 |Orange price is pe [w] Golden Delicious
23 Nuts are priced pe e : ;
24 |Potatoes are price B means that each additional filter is
25 []Pink Lady
% [Valenda based on the current filter and
27
28 further reduces the subset of
2
30 data.
m Home Insert Page Layout Formulas Data Review View Developer
_&I ; z 1 ﬂ |55] Connections 1 ‘E ]_? %
. . . = = = =] = FALN S
Fllters can also be applled accordlng From From From From Other Existing Refresh Zl Sort Filter . Text to
Access Web  Text Sourcesv  Connedions | Allr = A 0p advanced | Columns |
tO the Colour Of the Ce” _ font or Get External Data Connections Sort & Filter
H92- $lE-E0O -
background. Bs - % | Kerrs pink
A B © D
1 Fruit and Veg Shop
Experiment with the Resource on \
L . Fruit = ‘l’ariety ~|Cost Pric . |Sale Price|.
Filtering — Fruit and Veg. Pink Lady £0.40 £0.50
5 Potato Kerrs Pink £0.89 £1.35
6 Orange Jaffa £0.23 £0.40
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Complete the following filters:

LO3: Common Spreadsheet Usability

Features

®

Resource on Filtering - Fruit and Veg [Compati

m Home Insert Page Layout Formulas Data Review View Developer
& 5 5 S “n  [3] Connections K Clear ==
. . wled s b B2 8 ER P Torewpy | BB
1. F|Iter the FrUIt by Apples and Ol’anges From From From From Other Existing Refresh ﬁl Sort Filter 7 Text to
Access Web  Text Sourcesw  Connections | All~ 2# Advanced | Columns C
Get External Data Connections Sort & Filter
as shown. L
A . A21 - 3
2. Sort the Fruit A to Z from the filter | A | B c D
1 Fruit and Veg Shop
drop down. 2
3 |Fruit Variety ~|Cost Pric[-|Sale Price-
3. Sort by the Colour Green, Orange, A]] seratoz Lady £0.49 £0.50
il sotztoa ny Smith £0.23 £0.43
Brown as ShOWn. Sert by Color > | Sort by Cell Color £0.12 £0.44
§ Clear Filter From “Fruit /1 £0.27 £0.54
Filter by Colar » | £0.23 £0.40|
Text Filters > ] £0.31 £0.58
Search L —/ £0.33 £0.58
v ] (Select Al Custom Sort...
[+l Apple
[Ihuts
[+l Orange
“[potato
Comparison operators can be used in :
P P 2 Fruit and Veg Shop
. . . . 3
filtering. In the following example we will |, w= ~[Variety ~[Cost Pric.<[sale Prices
. . 5 Apple Pink Ld%} Sort Smallest to Largest £0.55
show all fruit or vegetables which have a cost |7 orange Jafta |£] s Largest o smatest £0.40
8 Apple Granny Sort by Color » £0.43
H 10 Orange Blood £0.58
price of less than €0.50. 1 lhopie ool .. o
12 |Orange Valenc| n=g
' ) 15 Apple Gala Mumber Eilters 3 Equals...
Choose the appropriate comparison for the |20 Becs/NotEqualy
21 |Apple price is per apple Greater Than...
- . 22 |QOrange price is per orange Greater Than Or Equal Ta...
filter and enter the values required for | o bag of 1000 e
. . . . X 24 Potatoes are priced per 1kg Less Than Or Egual Ta...
comparison, in this example it is less than |25 eatveen.
26 =
Top10..
€0.50. 2z J—
29 Belgw Average
30 ) Custom Filter...
21
I
2 Fruit and Veg Shop
3
4 Fruit -\|Variety .ﬂCost Pric(.r|Sale Price ~
5 |Apple Pink Lady £0.49 £0.55
7 Orange Jaffa £0.23 £0.40
8 Apple Granny Smith £0.23 £0.43
10 |Orange Blood £0.31 £0.58
11 Apple Golden Delicious £0.22 £0.41
12 |Orange Valencia £0.31 £0.58
15 |Apple Gala £0.27 £0.54
20
21 Apple price is per apple Custom AutoFilter E|E|

Orange price is per orange
Muts are priced per bag of 100g
Potatoes are priced per 1kg

Show rows where:

Cosk Price
is less than - -
@and Oor
v v

Use ¥ to represent any single character
Use * ko represent any series of characters
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To remove any filter that has been applied first click in the table anywhere, then go to the Data tab

to the Sort & Filter group and deselect the Filter command button.

— POrnniudig e
Data Review View Developer
5] Connections Al iy ]T' B Clear
Zv |z|a
Z3 Properties K};Reapply
Zl sort Filter
=5 Edit Links A ‘T2 Advanced
nnections Sort & Filter

Alternatively click on the heading which has a filter applied to it. The filter symbol will have changed

to this and from the filter list select the Clear Filter From: option.
TT ﬁ
= |Date - Salesperson |E| Amaon
1009 29%| sottAtez
1018  05%] sotzZtoA
1024 0& Sort by Color 4
1026 [9 “f  Clear Filter From "5al ' ]
2ar Fiter rrom >alésperson
1034 Fi = g
1039 10
Text Filters g
Search j o
VI (Select Al)
I -[] James
|:| Jonathan
|:| Mary Jane
-[]5usan
o [w] Tammy
NOTES:
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LO3: Common Spreadsheet Usability Features

TASK9 Type the following table into a worksheet and experiment with filtering by numbers, by

text, by multiple values and on multiple columns.

TASK 10 Edit the table to have font colour and cell colour and apply filtering by colour.
TASK 11 Use comparison operators of Greater Than, Less Than and Equal To to data in the table.

B C D

1
2 Fruit and Veg Shop
3
4 Fruit Variety Cost Price [Sale Price
5 Apple Pink Lady £0.49 £0.55
6 Potato Kerrs Pink £0.89 £1.35
7 Orange Jaffa £0.23 £0.40
8 Apple Granny Smith £0.23 £0.43
9 Nuts Pecan £0.78 £1.05
10 Orange Blood £0.31 £0.58
11 Apple Golden Delicious £0.22 £0.41
12 Orange Valencia £0.31 £0.58
13 Nuts Brazil £0.64 £0.95
14 Potato British Queens £0.65 £1.20
15 Apple Gala £0.27 £0.54
16 Potato King Edward £0.69 £1.05
17 Nuts Hazel £0.75 £1.00
18 Potato Rooster £0.82 £1.30
19 Nuts Cashew £0.83 £1.15
N
NOTES:
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