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Pathways to employment and training
Functional Skills in ICT

Spreadsheet 9 - Discovering Prague

1. Click on Start, All programs, then Data, then student shared
2. Open the file Functional Skills, then January 2009, then open hotels_test0901
3. This is what you should see
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4. Click on column heading B, and then select Sort and Filter

5. Then Click on ‘filter’

6. Now you should see a drop down arrow at the top of the column
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1 Hotel Name City Country  Single£  Double£  Stars E.mail address

2 Hotel Saint-Jules. Paris France 50 0 1 bookings@jules fr.

3 Best Hotel Prague  Czech Rep 50 65 2 bookings@best cz

4 Hotel Daisy Prague  Czech Rep 40 60 2 bookings@daisy.cz

5 Hotel Fleur Paris France 100 130 4 bookings@fleur fi

6 Hotel Hiton Cologne  Germany % 120 4 bookings@hilton.de

7 Hotel Paris Paris France 8 100 3 bookings@hopa

8 Hotel Crystal Cologne  Germany 100 140 4 bookings@crystal.de

9 Hotel Saint Louis Paris France 60 8 2 bookings@lovis f.

10 |Prague Express. Prague  Czech Rep 30 40 1 bookings@prexp.cz

1 Hotel Tour Eifiel Paris France 80 100 3 booksing@tour

12 |Red Tulip Hotel Amsterdam_ Holland 78 %0 4 bookings@redtu.nl

13 | Gaudi Hotel Barcelona Spain 100 140 4 bookings@gaudies

14 Berlin Express Bedn  Germany 50 80 3 bookings@berex de

15 City Hotel Cologne  Germany 50 80 3 bookings@citycol de

16 Hotel Yellow Amsterdam_ Holland 45 80 3 bookings@yelLnl

17 |Fountain Hotel Rome Htaly 60 0 2 bookings@fount it

18 Marco Polo Express  Venice ltaly £ 140 3 bookings@mpe it

19 Star Hotel Rome laly 80 105 3 bookings@star it

20 Lithuania Royal Vilnius  Lithuania 70 100 3 bookings@royal It

21 |Medici Star Hotel Florence _ taly 100 130 4 bookings@medst it

22 Columbus Hotel Barcelona  Spain 70 100 3 bookings@coles

23 |Michelangelo Express  Florence Italy % 140 4 bookings@mex it

24 Hotel Picasso Barcelona  Spain 75 9% 3 bookings@pic es

25 Botticalli Hotel Florence _taly 8 125 4 bookings@bot it

26 |Budget Hotel Lille France 40 55 1 bookings@bud fr

27 \Villa Hotel Rome Htaly %0 130 4 bookings@uilait

28 |Marco Polo Star Venice taly 100 130 4 bookings@mps it
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7. Click on this arrow, this is what you should see
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25 Botticalli Hotel Florence _taly 8 125 4 bookings@bot it
26 |Budget Hotel Lille France 40 55 1 bookings@bud fr
27 \Villa Hotel Rome Htaly %0 130 4 bookings@uilait
28 |Marco Polo Star Venice taly 100 130 4 bookings@mps it
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8. Click on select all, this should remove all ticks
9. Click on the Prague tick box then click OK

10. You should now see only the rows of information for Prague

11. Insert a header ‘Hotels in Prague’ and you name
12. Save this into your Functional Skills folder as Hotels in Prague and print the work.
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