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Microsoft Excel 2003

AutoFilter makes it easier to select data if it is a single condition.

Applying auto filter
1. Highlight the row heading
a | B | C | D | E | Tip:
Firstname Lastname Address City Click th b
2 [Nora Albert 193 La Jolla Hollywood \ckon the row number
3 |¥vonne  Anders 01 E Crange Anaheim with your mouse
4 |H R Baker 331 Harbor Se Laguna Miguel
5 |Raymond | Blue 1320 Miller Cosla Mesa

2. Data > Filter > AutoFilter

File Edit Mew Insert Format Tools | Data | Window Help

=2 A= NN A =N Jlil Sl 0%+ @
T | I @I a| Filter V[ auoFiter |_
Al - £ CALL NORIRIT | Fome Shaw &l

3. Drop down arrow appears on each heading.

& B C TR
| 1 |Firstnan| = | Lastnan| ~ | Address [~ City [y E—
2 |Mora Alber 193 La Jalla Hollywiood enas®
3 |Ywonne Anders 01 E Crange Araheim

Using auto filter

1. Click the down arrow in the heading row > Choose the record you wish to filter

A B C D
| 1_|Firstnan{xLastnan{~ |Address ~ | City ~ € Click here
2 |Mora Albert 193 La Jolla Sort Ascending | |
| 3 |Yvonne  Anders 01 E Orange Sort Descending
4 |H R Baker 331 Harbor Se tall
' 5 |Raymond | Blue 13 W, Miller {Top 10...)
| B |Athur  Brand 899 Gallatin Sw (Custom. .
| 7 |Claire Erewer 319 5 30th # Bakersfield
|3 Amy Butler 9376 Rita Road Bloominton
| 9 |Chris Butler &7 White Street arsan City

: : Chevenne
? Jonathan  Butler 5433 Rita Drive Costa Mesa

|11 |Rebecca  Butler 2716 Etaile Way Hollywiond 1= Then, choose an item to filter, e.g., Hollywood
12 |Carmen  Campbell 8897 Plaines Lane Irvine

3 |Alexander Campbell 5988 Accountant YWay Knosville

— Lafayethe
14 |Luann Campbell |43 Rye Street Lagna Miguel
15 [Wendy Carmpbell |12337 Plaines Lane Laguna Beach
18 |Don Chun 77 Federal Ave S Laguna Higuel
P P P S P Los Angeles [

2. Filtered - only the data selected in the drop box

A B C D
1 |Firstnal Lastnal Address City

2 |Mora Albert 193 La Jolla Hollywood
3 |Paco Harriz 19 Pch Hollywood
&1 |Patrice Clugen 1339 Sunset # Hallywood
75

NOTICE: The row number is non-sequential and in blue because other data is still there and just hiding.
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Selecting all records
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This is what you can do after filtering and wish to go back to the original list. Choose (All) from the drop box
A =] c | ]
1 FIr!ﬂnanEjLamna Address = | City [:]
2 |Mora Albert 193 La Jolla Sort Ascending [
20 |Paca Hartis 19 Peh e
B1 [Patrice Clueen 1338 Sunszeat # fally
i5 {Top 10,3
7E ﬂCLns_l:l:lm...}
Removing auto filter
Data > Filter > AutoFilter
E‘_"l File Edit Wiew Insert Formak  Tools | Data | Window  Help
G S8 X Gy o o B St o - @ Bi3 ¢

: Avial

Creating custom filters

+ 10 -|BIg|§|

Filker

v ] Autofier |
1

1. Click drop list of the column that you wish to apply a custom filter to, e.g., Year > Click (Custom...)

A B = D E
1_REgi|:| - SulespersnL Product| = | Yed~|Sales [3
2 [Midwest Rogers | Sort Ascending $4,128.00
3 |Gulf Harrison [ Sort Descending £9,516.00
4 |Atlantic Miller | rain £75.00
5 |Gulf Harrison | (Tap 10...] B, 751.00
E |atlantic Miller P 5%'3’;““"'3' éﬁﬂ'ﬂ!ﬂ—
T |Gulf Rogers Pl 2005 $9,427.00
8 |Pacific Miller C| 2006 $7,191.00
9 |Pzcific  Rogers L2007 $B,076.00

2. Select the comparison operator from the pull-down list and/or type in the criteria > Click OK

Custom AutoFilter

Show rows where:

‘fear
|is greater than [v] |ZDD4 [v]
®and O or

|is lzss than [v] |2l306| [v]

LUse ? to represent any single character

Use * to represent any series of characters

o ][ Cancel
3. Filtered.
A B C | D E

1 |Regio[~|Salespersa/~]Product(~|Yei~|Sales [~

2 |Midwest Rogers Computers 2005 §4,138.00

3 |Gulf Harrison Printers 2005 #$9,516.00

4 |atlantic Miller Computers 2005 £75.00

5 |Gulf Harrison Computers 2005 $8,751.00

B |atlantic Miller Printers 20058 £797.00

7 |Gulf Rogers Printers 2005 $9,437.00

8 |Pacific  Miller Computers 2005 §7,191.00

9 |Pacific  Rogers Computers 2005 $8,076.00

10 [Pacific Rogers Computers 2005 $8,165.00
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Tip:

Read and think carefully about the
comparison operator and use “And”
and “Or” wisely.
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