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FILTERING IN SPREADSHEETS
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INTRODUCTION

Filtering in Excel is very similar to using the filter function in Access in other words it is a quick and easy way to summarise data held within a worksheet. To use filtering you must ensure that the first row in the list must contain the field names. Filtering removes rows that you do not want to see however it does not rearrange the list like sorting would.

AUTO FILTER

This method inserts drop-down arrows at each field name and you can select the item you wish to display, Excel will then hide the data that is not relevant.

1 Open the spreadsheet filtering and look at the data held within the spreadsheet.

2 Click anywhere within the data and then click on the data tab and select filter then auto filter ass shown below:

[image: image2.png]A B c

1 Staff 10 |First Nar v[Suname _v|Department

2 1234 Stewart  Maxwell Managing Director
3 1235 Ted Jarmes Hurnan Resources
4 1236 Hanna  Harper Finance

5 1237 Penny  Packer IT & Office Semices




3 Your spreadsheet should now have changed on screen and each column heading has an arrow at the right hand side of it as shown below:
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Pull the arrow down in the Department column to display the following menu:



5 The spreadsheet should now only show the staff that work within the Human Resources Department.

6 Insert your name in a footer.

7 Save the spreadsheet as Auto Filter Example and print one copy.

REMOVING AN AUTO FILTER

1 Open up the spreadsheet Auto Filter Example.
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Click on the Data menu and select filter and then show all. This will restore your spreadsheet.



3 Save the spreadsheet.


To remove the drop-down arrows completely from the spreadsheet you would go to the Data menu and drag down to filter then select Auto Filter. It is like a toggle button and when it is not in use there is no tick at the side of the word.

CUSTOMISING AN AUTO FILTER

1 Open the spreadsheet Filtering (salary).


The spreadsheet is the same one you have used for the earlier filters except that now there has been an additional field added showing the employees salary.
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Insert an auto filter then when the drop-down arrows appear on screen click on the Salary option and select Custom as shown below:
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The following window will appear on screen which will allow you to insert the criteria for the filter:
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1234 Stewart
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Your results should be as follows:



5 Insert your name and custom filter in the footer.

6 Print one copy of the spreadsheet.

ADVANCED FILTER

The difference between an Auto Filter and Advanced Filter is very similar to that of Access in that you insert more criteria to filter your data.

We must insert a criteria range onto the worksheet to tell Excel what criteria we would like to use to filter our data. This information must be inserted outside the list of data and must be a minimum of 2 cells. The first cell must contain be an exact match with one of the field names in your spreadsheet and the next cell is where you would insert the criteria. 

INSERTING A SINGLE CRITERIA

1 Open the spreadsheet Advanced Filter.
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1 |Date Department _ Invoice Amount Amount
| 2 |01/01/2003 Accounting | AD101  £1,000.00 [-2000 ]
3| 01/01/2003 General A0 £4500.00

4| 04/01/2003 Sales ADI02 | £2,000.00
5 | 04/01/2003 Sales AD | £450.00
6 |05/02/2003 Administration AD103 | £300.00
7 | 05/02/2003 Administration AQ112 | £780.00
8 |07/02/2003 Computing  AD104  £5,000.00
9 |07/02/2003 Computing  AQ113  £9,000.00

10 12/02/2003 General ADI0S | £300.00
11 12/02/2003 General AD114 £1,000.00
12 16/02/2003 Sales AQN5 | £200.00
13 16/02/2003 Accounting  AD106 | £450.00
14 15/03/2003 Sales ADI07  £6,000.00

15 15/03/2003 Administration AQ116 | £300.00
16 16/03/2003 Administration AQ108  £2,400.00
17 16/03/2003 Computing  AQ117  £5,000.00
18 23/03/2003 Computing  AD109  £1,230.00
19 23/03/2003 General ADNE | £300.00




Click on cell F1 and key in Amount. This is the column heading we want to use in our filter.

Then in cell F2 key in > 2000. This means that only the departments with an invoice amount of more than £2000 will be displayed.

Your screen should be the same as below:
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Now click onto the list within the spreadsheet and go to the Data menu, drag down to Filter and select Advanced Filter as shown below:
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The following window will appear on screen;



5 The Advanced Filter window should be the same as below:
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The spreadsheet should now only have 6 records visible as shown below:



REMOVING AN ADVANCED FILTER

We use the same method to remove the advanced filter as the auto filter.

1 Click anywhere within the filtered data.

2 Go to the Data menu and select Filter then Show All as shown below:
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3 Leave the spreadsheet open for the next task.

USING MULTIPLE CRITERIA

We are going to filter the data to find the Departments with and invoice between £2000 and £7000.

1 Insert in cell G1 the heading Amount.

2 Insert in cell G2 <7000.
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The spreadsheet should be the same as below:



4 When applying the Advanced Filter remember that your criteria range has now changed.

5 Leave the selected Filter the list, in place and click OK.
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Your results should be the same as below:



Multiple Criteria Example 1

1 Using the Advanced Filter Spreadsheet find all the departments that had an invoice during March.

2 Insert your name and Multiple Criteria Example 1 in a footer.

3 Print one copy of the spreadsheet and remove the filter.

Multiple Criteria Example 2

1 Using the Advanced Filter Spreadsheet find the details of all the invoices for the Sales and General departments.

Note: This is an either or situation therefore you would list the departments under the same column heading.

2 Insert your name and Multiple Criteria Example 2 in a footer.

3 Print one copy of the spreadsheet and remove the filter.

Multiple Criteria Example 3

1 Using the Advanced Filter Spreadsheet find the details of the Computing departments invoices for March.

2 Insert your name and Multiple Criteria Example 3 in a footer.

3 Print one copy of the spreadsheet and remove the filter.

Click on the Data menu.





Drag down to Filter and select Auto Filter.





Select Human Resources from the list.





Click on the data tab.





Select Filter and Show All to remove the filter.





Click on the drop down menu and select Custom.





Select greater than from the list.





We can either select an amount from the list or key in a new amount.





Key in £21175





Click OK.





Key in the column heading that we want to use to filter the data.





Key in >2000 as the criteria for the filter.





Click on the Data tab.





Select Filter then Advanced Filter.





The list range is the area we want Excel to filter. You will notice on your spreadsheet that this area has a dotted line around it.





Click on the red arrow at the side of the Criteria Range box and highlight cells F1 and F2.





Click on the red down arrow to return to the Advanced Filter window.





There is an option to filter the data within the current spreadsheet or copy the filter to another location.





Leave the option as Filter the list, in-place.





Click OK.





Click on the Data tab.





Select Filter then Show All to return all records on the spreadsheet.
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