
GSS Salary Survey Project
1. Clear all filters by making sure none of the column headings drop down button have an hourglass symbol on them
a. If there is an hourglass symbol on one of the column headings, click the drop down and click the “Clear Filter” button on the drop down
2. To filter results 
a. Click desired column heading drop down button
b. Sort appropriately (Ascending, descending, by a specific title)
c. Sort other columns after filtering down for the first to narrow down results even more
3. After completing your filtering to attain desired data, be sure to clear filters to reset the spreadsheet to the original data
4. When you close the sheet, DO NOT save the document unless you’ve added important data that was not included (this will ensure that the next person who opens this will see the raw data and not have to clear your filters)

TIP:  Select columns that are not useful to you, right click, and select “Hide” to get them out of your way when sifting through data
TIP:  If columns seem to be missing, double check that all filters have been cleared 
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