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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.
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• 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 oneworksheet. 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-
iti th t b ll d tl thsensitive, 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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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.

• After entering the data into the criteria range, 
click back into the List Range

• Select from the DATA menu Filter AdvancedSelect 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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One the List 
and Criteria 
Ranges and 
location have 
been 
selected, 
C OClick OK.

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


