Microsoft Office Virtual Learning

Filtering Data

May 19, 2020



_Z;ﬁ /‘/‘/‘hi ﬁrmﬁeﬁs

DDDDDDDDDDDDDDDDDDDDDDDD

Lesson: May 19 2020

Objective/Learning Target:
Students will learn how to filter data in Excel and Google
Sheets
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Introduction
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If your worksheet contains a lot of content, it can be difficult to find information quickly. Filters can be

used to narrow down the data in your worksheet, allowing you to view only the information you need.
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To Filter Data
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1. In order for filtering to work correctly, your worksheet should include a header row, which is used to identify the name of each
column. In our example, our worksheet is organized into different columns identified by the header cells in row 1: ID#, Type,

Equipment Detail, and so on. P Review  View  Q Telin
2.  Select the Data tab, then click the Filter command. ns o DR %
; I+ Reapply

Z| Sort Filter
Al Yo Advanced

Sort & Filter

A B ©

Type n Equipment Detail

ID th
3000 _Camera Type‘:":r **'mina Digital Camel
3005 Camera (Showing Alljom Z-60 Digital Ca

1021 Laptop 15" EDI SmartPad L200-3

3. Adrop-down arrow will appear in the header cell for each column.
4.  Click the drop-down arrow for the column you want to filter. In our example, we will filter column B
to view only certain types of equipment. i lotor SRR
. . 11023 Laptop 15" EDI SmartPad L200-3
5.  The Filter menu will appear. . .

Equipment Detail
quip! o

o LA W =

na Digital Camera
nZ-60 Digital Camera
* nartPad L200-3 Laptop |
nartPad 1200-3 Laptop
nartPad 1200-3 Laptop
' LDigital Camcorder
| nartPad 1200-4X
10 Laptop
<10 Laptop
10 Laptop

6. Uncheck the box next to Select All to quickly deselect all data.
7.  Check the boxes next to the data you want to filter, then click OK. In this example, we will check

Laptop and Projector to view only these types of equipment. i Fiten
8.  The data will be filtered, temporarily hiding any content that doesn't match the criteria. In our Iopem i
example, only laptops and projectors are visible. Dt srrcs—

Gnet| oling Laptop Case
20 (610U Projector Umega VisX 1.0
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To Apply Multiple Filters
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1. Click the drop-down arrow for the column
you want to filter. In this example, we will
add a filter to column D to view
information by date.

2. The Filter menu will appear.

3.  Check or uncheck the boxes depending
on the data you want to filter, then click
OK. In our example, we'll uncheck
everything except for August.

o] o

4.  The new filter will be applied. In our example, the worksheet
is now filtered to show only laptops and projectors that were
checked out in August.

A B C D E F

1 ih Type
5 1022 Laptop
6 11023 Llaptop 45" EDIVSmartPadVLVZVOO—S Laptop 08-Aug-15 15-Aug-15 Jennifer Weiss
12 /1034 Laptop 17" Saris X-10 Laptop 25-Aug-15 27-Aug-15 Jay Peralta

ZZJ 6102 Projector Omega VisX 1.0 22-Aug-15 23-Aug-15 Jamila Kyle

31
32

Equipment Detail = Checked Ouh Checked ln= Checked Out By =
15" EDI SmartPad L200-3 Laptop 14-Aug-15 16-Aug-15 Hank Sorenson

Goodle Sheets

1.

Click the drop-down arrow for the
column you want to filter. In this
example, we will add a filter to column
D to view information by date.

Check or uncheck the boxes depending
on the data you want to filter, then click
OK. In our example, we'll uncheck
everything except for August.

The new filter will be applied. In our example, the worksheet
is now filtered to show only laptops and projectors that were
checked out in August.
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5 1022 Laptop 15" EDI SmartPad L2003 Laptop  14-Aug-15 16-Aug-15 Hank Sorenson
6 1023 Laptop 15" EDI SmartPad L2003 Laptop  08-Aug-15 15-Aug-15 Jennifer Weiss
121034 Laptop 17" Saris X-10 Laptop 25Aug1S  27-Augls Jay Peralta

22 6102 Projector Omega VisX 1.0 22-Aug-15 23-Aug-15 Jamila Kyle
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To Clear all Filters
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Excel
1. Click the drop-down arrow for the filter you want to clear. In
our example, we'll clear the filter in column D.
A B C D E F
1 moh 'rypeE Equipment Detail Che:kedouh x:heckedlnn ch=<k=domsy=
5 11022 Llaptop 15" EDI SmartPad L200-3 Laptop  14-Aug-15 ‘ - Hank Sorenson
6 1023 Laptop 15" EDI SmartPad L200-3 Laptop 08-Aug-15  Equais August 2015 Jennifer Weiss
12 11034 Laptop 17" Saris X-10 Laptop 25-Aug-15 27-Aug-15 Jay Peralta
zjsmz Projector Omega VisX 1.0 22-Aug-15 23-Aug-15 Jamila Kyle
a
C D
Equipment Detail 1 Checked Ou|
. . 15" EDI SmartP
2. The Filter menu will appear. 15 £l Smart?

17" SarisX-101 _ *

3. Choose Clear Filter From [COLUMN NAME] oresmvisx1o™=
from the Filter menu. In our example, we'll _E
select Clear Filter From "Checked Out".

4. The filter will be cleared from the column. The previously hidden
data will be displayed

Sheets

1. Click the Filter button, and the spreadsheet will return to its
original appearance.

Checked Out By
Shannon Nguyen
Sela Shenard




Jospiv ﬁrmﬁesﬁ

NDEPENDENCE SCHOOL DISTRIC

For More Resources:

Microsoft Excel:
https://edu.qgcfglobal.org/en/excel2016/filtering-data/1/

Google Sheets:

https://edu.gcfglobal.org/en/googlespreadsheets/sorting-and-filtering-data/1/
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https://edu.gcfglobal.org/en/excel2016/filtering-data/1/
https://edu.gcfglobal.org/en/googlespreadsheets/sorting-and-filtering-data/1/

