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Introduction  
Worksheets have the ability to hold as much data as you need.  

However, you may not want to work with all the data in a worksheet 

at one time. In Excel 2007, you have the ability to create a subset of 

data by creating a filter. A filter allows you to set a condition and to 

temporarily isolate specific data in a worksheet that meet that  

condition. For example, if you have a large volume of data and you 

want to display only your top 10 customers in a particular region, you 

can create a filter to do this.  

Before you can filter data, make sure you set up the data correctly. There are a few rules you must 

follow:  

¶ The column headings must be formatted differently than the data. For instance, the column 

headings in the figure below are bold (Fig 1, 1).  

¶ The data below the column headings should be directly under the column headings. For best 

results, you should not skip a row (Fig 1, 2).  

¶ The data within each column must be formatted the same. For example, in the salary field 

below, all the numbers are formatted as currency.  

 

Using AutoFilter  
1.  Select the range of cells containing the data you want to filter.  

2.  Click the Data tab on the Ribbon (Fig 2, 1).  

3.  Click Filter in the Sort & Filter group (Fig 2, 2).  
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 EXCEL 2007: FILTERING DATA  

4.  Notice down pointing arrows will appear in each column heading (Fig 3, 1). Click the down 
arrow of the column you wish to filter by. A menu of options will appear (Fig 3, 2).  

5.  Click Select All to deselect all items (Fig 4, 1).  

6.  Click beside those items you wish to display. A check will  
appear in those boxes (Fig 4, 2).  

7.  Click OK. All other data will be filtered out and only the data 
you selected appears.  
 
 
 
 

 
 
 
 

 
 

 
 

 
 
 
 
 

 

Clearing a Filter  

1.  When a filter is applied, a small funnel appears in the column heading (Fig 5, 1).  

 

 

 

2.  You may clear the filter on a single column by clicking on that funnel. A menu will appear.  

3.  Click Clear Filter From é..(Fig 6, 1).  

4.  To clear the filter from multiple columns, click the Data tab on the Ribbon.  

5.  Click Clear from the Sort & Filter group (Fig 7, 1).  
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Creating an AutoFilter Using Criteria  

You may create a custom filter using criteria. For example, you might create a filter that identifies all 

values greater than 500 or values less than 50.  

1.  Click the down arrow beside a number field such as Salary. A menu will appear.  

2.  Point to Number Filters (Fig 8, 1) and then click on one of the comparison operator commands 

(Fig 8, 2). In the sample below, we will click on Greater Thané 

3.  The Custom AutoFilter dialog box will appear. Click in the white box beside the comparison  

operator you have chosen and type your criteria (Fig 9, 1).  

 

 

 

 

 

 

 

4.  Click OK. The resulting data is displayed.  

5.  Be sure to clear your filter to bring all data back into view before creating a new filter. (Click the 

Data tab on the Ribbon and click Clear from the Sort & Filter group.)  

 

Filtering Data by Using Cell Attributes  

If you have formatted a range of cells using a font color or fill color, you can  

filter on those attributes.  

1.  Click on the down arrow next to the  

column heading you wish to filter.  

2.  Point to Filter by Color. A menu will  

appear (Fig 10, 1).  

3.  Choose the color you wish to display (Fig 10, 2).  

4.  Be sure to clear your filter. (Click the Data tab on 

the Ribbon and click Clear from the Sort & Filter 

group.)  
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