How to use the
Advanced Filter in Excel

* You can use advanced filters to create more
complicated conditions to filter a data list. To use
advanced filters, you must specify the list range
and the criteria range.

* The list range is the cells containing the data
arranged in a series of rows and columns, where
the column headings are the field names for the

list.




» The criteria range is a separate range of cells in
the worksheet, apart from the data list. The
criteria range can be located anywhere in the
worksheet outside of the list range, or in another
worksheet. The criteria range consists of one
row of criteria labels and at least one row of
search conditions. The criteria range must
contain at least two rows and one column.

 Although the criteria labels are not case-
sensitive, they must be spelled exactly the same
as the field names in the data list. The most
accurate method of ensuring this consistency is
to copy the field names in the data list and paste
them into the top row of the criteria range.

Example
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| 5 |Worldwide Sporting Goods
| 6 |Employee Information
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9 [Last Name First Name Hire Date. D Status Salary
| 10 |Abramas Alice 4/2/2001 Sales 2 §35,000
| 11 [Adelheim John 3/18/2004 Administration 2 $33,000
| 12 |Albrecht Horst 11/18/1998 Production 2 §32,000
| 13 [Bachman  Vance 1/20/2003 Development 7 §72,000
| 14 |Baker Amy 9/7/1998 Production 4 529,000
| 15 [Baker Christine  10/14/2002 Administration 4 $60,000
| 16 |Callaghan Ronald 1/24/2000 Development 2 $34,000
| 17 |Caracio Terry 6/12/2000 Sales 2 §35,000

18 |Carpenter John 8/16/2001 Sales 2 §35,000
| 19 [Davis Henry 1/4/1899 Production 2 §38,000
| 20 |Deal Laura 9/13/2001 Production 2 40,000
| 21 [Deibler Karl 3/24/2003 Development 2 §51,000
| 22 |Eastbumn George 5/12/1986 Administration 3 835,000
| 23 [Edwards Fred 9/29/2000 Sales 4 36,000
| 24 |Edwards Susan 1/13/2003 Sales 2 $65,000
| 25 |Faraco Janice 5/22/2000 Sales 2 547,000
| 26 |Feldgus Ernest 4/27/1998 Sales 2 $39,000
| 27 [Fimbel Josephine | 1/23/2002 Production 2 50,000
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How to use

To find records that match a specific number,
date, or text, you can enter matching criteria in
the row below the criteria labels.
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 After entering the data into the criteria range,
click back into the List Range

Select from the DATA menu Filter > Advanced
Filter

* In the Advanced Filter dialog box enter the list
and criteria ranges then click OK.
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[Abramas _ Alice 4722001 Sales 2 535000
|Adelheim  John 3/18/2004 Administration 2 533000 - =
|Albrecht ~ Horst 11/18/1998 Production [2[532,000] | ~vanced Fier R d
Bachman  Vance 1/20/2003 Development 7 572,000 || [ scoon a n g eS a n
Baker Amy 9/7/1998 Production 4 529,000 e
Baker Christine  10/14/2002 Administration 4 se0p00ff| e R R .
Callaghan  Ronald 1/24/2000 Development 2 534,000 Emeptobatey Iocatlo n h ave
Caracio  Teny 6/12/2000 Sales 2 53000 | e v
Carpenter  John 8/16/2001 Sales 2 535000 (] ” : =
Davis Henry 1/4/1999 Production 2 538.000 || | crierarange: | Empioyeestsastisrsa (B b e e n
Deal Laura 9/13/2001 Production 2 5400001y " =l
Deibler Karl 3/24/2003 Development 2 551000 =
Eastbum  George 5/12/1986 Administration 3 535,000 ||| [ uriaue records oniy
Edwards  Fred 9/29/2000 Sales 4 536000 Se I eCted
[24 |[Edwards  Susan 1/13/2003 Sales 2 365,000 ’
| 25 [Faraco Janice 5/22/2000 Sales 2 347,000 .
[ 26 |Feldgus Emest 4/21/1998 Sales 2 539,000 CI ICk O K
[27 |Fimbel Josephine  1/23/2002 Production 2 550,000 .
[ 28 |Fredericks  Miller 2/1/1994 Production 3 550,000
[29 [Johnson ~ Jon 4/17/2003 Administration 3 555,000
[30|Kilough  Frank 3/24/1994 Sales 7 534,000
[31|Messick  Steve 5/13/1991 Production 3 538,000
Parker Paul 8/6/1988 Production 2 356,000
oy Audrey 8/5/1996 Production 2 531000
Sticklebaugh Wendy ~ 10/26/1992 Production 3 $42,000
[Timbach ~ Doug 5/30/1997 Production 2 526000
[36 [Wang Wil 6/30/1997 Production 4 532,000
[\Weinstein __Perry 4/16/2003 Sales 3 555,000

The result will be the filtered list in the location
selected.

x| soft Excel - EMPLOYS.

2] File Edit View Inset Format Jools Data Window Help
EHRSRTE BB S ~o8  -)R] B 100%
rial -0 -

o <8
% 2 i %

A - A Last N
A | B [ ¢ [ b [ E [ F [~ 6 [ H [ 1T [ J [ « [ L [ wm [ N T 0o ]
Last Name _|First Name Hire Date _Department Status __ Salary'* |Criteria Range
Sales
Last Name First Name _Hire DateJepartment __Status___Salary
Worldwide Sporting Goods Abramas  Alice 4/2/2001 Sales 2 §35000
Employee Information Caracio  Tery 6/12/2000 Sales 2 535,000
Carpenter John 8/16/2001 Sales 2| $35000
LSt Range Edwards  Fred 9/29/2000 Sales 4 536,000
LastName_[First Name _Hire Date _Department Status __Salary® Edwards  Susan 1/13/2003 Sales 2 565000
Abramas __|Alice 47212001 Sales 2 535,000 Faraco Janice £/22/2000 Sales 2 547,000
Adelheim John 3/16/2004 Administration 2 533000 Feldgus  Emest 41271998 Sales 2 539,000
Albrecht | Horst 11/18/1998 Production 2 532000 Killough  Frank 32411994 Sales 7 534,000
Vance 1/20/2003 Development 7 572,000 Weinstein | Perry 47162003 Sales 3 $55.000
Amy 9/7/1998 Production 4 529,000
Christine | 10/14/2002 Administration 4/ 560,000
Ronald 1/24/2000 Development 2 534,000
Tenry 6/12/2000 Sales 2 535,000
John 8/16/2001 Sales 2 $35,000
Henry 1/4/1999 Production 2 538000
Laura 9/13/2001 Production 2 $40,000
Karl 3/24/2003 Development 2 551000
Gearge 5/12/1986 Administration 3 535,000
Fred 9/29/2000 Sales 4536000
Susan 1132003 Sales 2 565000
Janice 5/22/2000 Sales 2 47,000
Emest 41211995 Sales 2 539,000
[27] Josephine | 1/23/2002 Production 2 §50,000
| 28 |Fredericks  Miller 2/1/1994 Production 3 550,000
29 Johnson Jon 4117/2003 Administration 3 555,000
30 |Killough |Frank 3(24/1994 Sales 7 534,000
[ 31|Messick | Steve 5/13/1991 Production 3| $38,000
32 |Parker Paul 8/8/1988 Production 2 558,000
33 |Roy Audrey 8/5/1995 Production 2 531000
34 |Sticklebaugh Wendy  10/26/1992 Praduction 3 542,000
5 [Timbach  Doug 5/30/1997 Praduction 2 526000
[ 36 |Wang will 6/30/1997 Praduction 4532000
Weinstein | Perry 4/16/2003 Sales 3 $55.000




