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Criteria Ranges for Advanced Filtering
· Creating an Advanced Filter using a “Criteria Range” 

· Although Custom AutoFilters (see session 5.2 notes) provide a wide range of filtering options, sometimes complex criteria may require even more advanced filtering
· In such cases, we define a Criteria Range

· A criteria range is a separate area of the sheet that specifies the conditions to be used in filtering the data

· The most basic criteria range has two rows and the same number of columns as the table

· The first row contains the field names as they appear in the table

· To avoid mistakes, copy the field names from the header row of the table to the first row of the criteria range

· The second row contains the conditions in one or more fields that will be used to filter the data

· The conditions use the same relational operators as in the IF function: <, <=, >, >=, =, <> (although the “=” may be omitted when testing for equality)
· How to Apply an Advanced Filter to Filter the Table “In Place”

1. Create a criteria range

2. Click any cell in the table

3. Data | Sort & Filter | Advanced

4. Click the Filter the list, in place option button

5. Click in the Criteria Range text box and drag to select the criteria range

6. Click OK
· To redisplay all records:  Data | Sort & Filter | Clear
· How to Apply an Advanced Filter to Copy the Filtered Table to a Different Location 

1. Create a criteria range

2. Click any cell in the table

3. Data | Sort & Filter | Advanced

4. Click the Copy to another location option button

5. Click in the Criteria Range text box and drag to select the criteria range

6. Click in the Copy to text box, then click the upper left-hand cell of the destination range

7. Click OK
· Examples will be done in class!

· Using Boolean Logic (“And” and “Or” Conditions) in the Criteria Range 

· When two or more conditions are joined by AND, only those records that satisfy all of the conditions will pass through the filter (i.e., records that do not satisfy all the conditions will be “filtered out”)

· To create an AND condition, simply enter conditions in 2 or more fields in the same row of the criteria range
E.g. Find all Employees in Nashville earning more than $55,000

	ID
	Last Name
	Hire Date
	Birth Date
	Sex
	Location
	Job Status
	Add Life Ins
	Pay Grade
	Pay Type
	Annual Salary

	
	
	
	
	
	Nashville
	
	
	
	
	>55000


· To create an AND condition in the same field, you must duplicate the field in the criteria range 

E.g. Find all full-time employees who were hired in 2007 (i.e. on or after 1/1/2007 and on or before 12/31/2007)

	ID
	Last Name
	Hire Date
	Hire Date
	Birth Date
	Sex
	Location
	Job Status

	
	
	>=1/1/2007
	<=12/31/2007
	
	
	
	FT


· When two criteria are joined by OR, all records that satisfy one or more of the conditions will pass through the filter (i.e., only records that satisfy none of he conditions will be “filtered out”)

· To create an OR condition, enter conditions in 2 or more fields in different rows of the criteria range
Example: Find all employees based in Austin or New Orleans
	ID
	Last Name
	Hire Date
	Birth Date
	Sex
	Location
	Job Status
	Add Life Ins
	Pay Grade
	Pay Type
	Annual Salary

	
	
	
	
	
	Austin
	
	
	
	
	

	
	
	
	
	
	New Orleans
	
	
	
	
	


· To combine AND and OR conditions, enter the AND conditions in the same row and the OR conditions in different rows
Example: Find all consultants earning less than $55000 who have been with the company for more than 3 years and all full time employees who have been with the company for at least 2 years
(This is actually two AND conditions, joined by OR)

	
	
	
	
	


	ID
	Last Name
	Hire Date
	Birth Date
	Sex
	Location
	Job Status
	Pay Grade
	Pay Type
	Annual Salary
	Years Service

	
	
	
	
	
	
	CN
	
	
	<55000
	>3

	
	
	
	
	
	
	FT
	
	
	
	>=2


