Chapter-9 Working with Data Filters in MS
Excel

Filters in Excel help you sort and view specific subsets of data in a worksheet, making it easier to
analyze and manage large datasets. Filters can be applied to text, numbers, dates, or custom
criteria.

1. Enabling Filters
Steps:

1. Select the range of cells or table where you want to apply filters.
2. Go to the Home tab, and in the Editing group, click on Sort & Filter > Filter.
Alternatively, use the shortcut Ctrl + Shift + L.

Result:

Dropdown arrows appear in the header row of your selected data.

2. Applying Filters
Using Dropdown Menus:
1. Click the dropdown arrow in the column header.
2. Choose a filter type:
o Text Filters (e.g., contains, starts with, equals)
Number Filters (e.g., greater than, less than)

(@]
o Date Filters (e.g., before, after, between)
o Custom Filters for advanced criteria.

3. Filtering Text

Example: Filter Rows Containing "Apple"

1. Click the dropdown in the column containing text data.



2. Select Text Filters > Contains.
3. Enter "Apple" in the dialog box and click OK.

Result:

Only rows with "Apple" are displayed.

4. Filtering Numbers

Example: Filter Values Greater Than 100
1. Click the dropdown in the numeric column.

2. Select Number Filters > Greater Than.
3. Enter 100 and click OK.

Result:

Rows with values greater than 100 are displayed.

5. Filtering Dates

Example: Filter Dates in April 2023

Click the dropdown in the date column.

Select Date Filters > Between.

Enter 04/01/2023 and 04/30/2023 as the start and end dates.
Click OK.
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Result:

Only rows with dates in April 2023 are displayed.

6. Custom Filters
Example: Filter for Rows Matching Multiple Conditions
1. Click the dropdown in a column.

2. Choose Custom Filter.
3. Use logical operators (anp/or) to combine criteria.



o Example Formula: Filter for values greater than 50 AND less than 100.

7. Clearing Filters

Steps:

1. Click the dropdown in a filtered column and choose Clear Filter.
2. Toremove allfilters, go to the Data tab and click Clear in the Sort & Filter group.

8. Sorting with Filters

You can sort data while using filters:

¢ Ascending/Descending Order: Click the dropdown arrow and choose Sort Ato Z or SortZ to A.
e Custom Sorting: Use Sort by Color or Custom Sort from the dropdown menu.

9. Using Advanced Filters

Advanced Filters allow more complex criteria.
Steps:

1. Go to the Datatab, and in the Sort & Filter group, click Advanced.
2. Specify the criteria range (a separate range that defines filter rules).
3. Choose:
o Filter the list in-place: Filters the original data.
o Copy to another location: Outputs filtered results to another range.

10. Best Practices

1. Use Tables for Dynamic Filters: Convert your range into a table (Ctr1 + T) for easier filter
management.
2. Save Filtered Views: In Excel Online, use the Filter Views feature to save and share filtered
states.
3. Combine Filters with Conditional Formatting: Highlight filtered rows for better visibility.
4. Keyboard Shortcuts:
o Enable/Disable Filters: Ctrl + Shift + L
o Open Filter Dropdown: Alt + Down Arrow



By mastering data filters in Excel, you can efficiently analyze, sort, and retrieve relevant data
from large datasets.



