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 Click on Data and then click 
on Sort. 

 
 Make sure a cell is 

highlighted in the column 
you want to sort. 
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 Select the primary column to 
sort by. 

 
 Select the sorting order 

 
 Select your secondary 

columns to sort by. 
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 Click on Data  
 

 Click on Filter 
 

 Click on AutoFilter 
 

 Make sure a cell is highlighted that 
has data in it. 
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 Drop-down buttons will appear in 
the cell of each column. 

 
 Click the drop-down of the column 

you want to filter. 
 

 In the drop down you will have data 
to choose from.  Choose the data and 
it will filter. 

 
 To disable the filter just click on 

Data, then Filter, then AutoFilter. 
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