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Microsoft Excel – Tutorial 5, Session 5.2
Working with Excel Tables, PivotTables, and PivotCharts
Skills Checklist and Notes

· Filtering Data
Filtering data means displaying only those records that meet certain criteria.  The records that do not meet the criteria are “filtered out” and temporarily hidden 

· To hide/redisplay the filter arrows in the header row of the table, click the Filter button in the Sort & Filter group on the Data tab
· Filtering On One Field
1. Click the filter arrow in the field header
2. Remove the checks from the check boxes for the field values to be filtered out (i.e. leave checked only the field values you want to display)
· The Select All check box may be used to check/uncheck the boxes for all field values at once

3. Click OK to apply the filter
· When a filter has been applied to a field, the filter arrow for that field will display a filter icon

· When the filter arrow is pointed to, a Screen Tip will appear describing the filter that has been applied

· Filtering On Multiple Fields

· Repeat steps 1 thru 3, above, for each additional field
· For each additional filter applied, the subset of records displayed will be reduced further (i.e. more records will be filtered out)
· Removing the Filter From a Field

To remove the filter from a field and redisplay the hidden records, click the filter arrow, choose Clear Filter From “field-name” and click OK (or click Undo)

· Criteria Filters for More Complex Criteria

· The filters we have seen so far have been tests for equality
· When we check one or more field values in a column, we are selecting all records with field values equal to one of the checked values, and filtering out the records with field values that are not equal to the one of the checked values

· We may also filter data based on criteria other than equality

· The possible criteria depend on the type of data stored in the field

	Data Type
	Criteria

	Text
	Equals, Does Not Equal, Begins With, 
Ends With, Contains, Does Not Contain

	Number
	Equals, Greater Than, Greater Than or Equal to, Less Than, Less Than or Equal to, Between,

Top 10, Above Average, Below Average

	Date
	Equals, Before, After, Between, Yesterday, Today, Tomorrow, Year to date, and
All dates in any given quarter or month (16 filters in all), and
All dates in the Last, Current, or Next,

Day, Week, Month, or Year (12 more filters)


· Applying a Filter for More Complex Criteria

1. Click the filter arrow for the field

2. Click on Number Filters, Text Filters, or Date Filters, depending on the type of data in the field

3. Choose the criteria to be used (see chart, above) from the submenu

4. If necessary, enter the criteria values in the Custom AutoFilter dialog, and click OK
· Examples will be done in class
· Using the Total Row to Calculate Summary Statistics 
We can easily calculate summary statistics – including count, sum, average, maximum, and minimum - for all columns in a table or in a filtered list
1. (Optional) Filter the list
2. Click anywhere inside the table, if necessary

3. In the Table Style Options group on the Table Tools | Design tab place a check in the Total Row check box
· A total row will appear at the bottom of the table (or filtered list), containing the sum of the values in the right-most column 
(If the right-most column is nonnumeric, then the count will be displayed instead)

· Sum is the default calculation used. For a different function, select the cell containing the total and click the list arrow to the right
· To display summary statistics for other columns, click the cell in the total row, click the list arrow, and select the function

· To turn off the display for a column, click the list arrow and choose None
· To remove the total row, “uncheck” the Total Row check box
· Displaying Automatic Subtotals

See the online document “Generating Automatic Subtotals”
