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Filtering Data in Excel 
By: Carol Hicks 

Microsoft Excel enables you to filter columns of data 

to organize your results in a meaningful way. For ex-

ample, Excel can sort surnames in alphabetical order, 

or order prices from the lowest to highest values. Fil-

tering a column also rearranges the rows of data so 

each row of cells stays together, such as a custom-

er’s unique name, phone number and other contact 

details. Before you start filtering, be sure every col-

umn has a heading that describes the contents. Each 

column should have only one data type, such as 

number values in one column, and text in a different 

column. 

To create a filter in your spreadsheets: 

Create a header row on your data 

Click on the header row and click the FILTER option 

in the toolbar   This will create drop down menus that 

will allow you to select which pieces of data you wish 

to see displayed.   

When you turn in your KSC device for re-imaging it 

will be upgraded to the most recent version of Win-

dows - Windows 10.  It is a faster and more secure 

Operating System.  With Windows 10 the ability to 

turn off the track pad on your device will be availa-

ble. 

We are looking at all software to make sure that it 

will transition to Windows 10. There may be cer-

tain software that will need to be upgraded to work 

with Windows 10. 

Absence & Substitute Management Program 

 

Upgrading to Windows 10  

Coming in July 2016! Upcoming Aesop Training Opportunities: 

Summer PD: June 7 at 8:00 a.m. and 1 p.m. 

Secretary Summer PD: June 6 

Windows 10 Training 

Summer PD 

June 8  

8:00 a.m. 

10:00 a.m. 

1:00 p.m. 

Tech Tip: End of the Year IT Memos 

End of the Year Tech Reminders and Procedures for Device Turn in have been 

sent out.  If you have not read them, make sure you do so your device can be re-

imaged and ready for the 2016-2017 school year. 

 


