
To use AutoFilter. 

 

To find everyone with the same surname: 

 

- click on the arrow next to Surname  

 

- choose the required surname e.g. Colton 

 

- click on the surname to give 

 

 

 

 

 

 

 

 

To return to the original view: 

 

- click on the arrow next to Surname  

 

- choose (All) 

 

 

 

 

 

 

 

 

 

 

 


