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Microsoft Excel Exercise #12: Filters
Excel spreadsheets can hold as much data as you need them to.  There may be times, however, when you will not want to work with all of the data displayed in a worksheet at one time.  You can limit the data shown by creating a filter.  A filter is a rule which selects rows to be displayed in a worksheet.
By the end of this exercise, you will create a filter by clicking the cell in a group that you want to filter.  You will then use the AutoFilter command in the Data menu.  When you enable filtering, you should always add a label at the top of the column that you’re filtering so that you will not lose track of the information which the column displays in the event that all of the cells beneath it are filtered out.
1. Divide into teams of two.

2. Power up the computer.

3. Log in to Windows 2000.

4. Launch Excel by clicking on the Start menu, point to the Programs folder and click Microsoft Excel.
5. Imagine for a moment that you are a teacher.  One of the challenges that you will face initially is how to keep track of student attendance in your class.  After studying the problem at some length, you decide that a worksheet is the best tool to use.
6. In a blank worksheet, begin by typing the names of five fictional people (last name first) beginning in cell A2.  Continue the entry downward through column “A”.

7. In cell B1, type 05/01/2003 and <ENTER>.

8. Continuing in cell C1, type 05/02/2003 and replicate dates through 05/07/2003 in cell H1.  You may wish to use the AutoFill feature you learned previously.

9. For each person, indicate arbitrarily their attendance for each day.  Type the word “Absent” if they were absent from class, “Present” if they attended class or “Late” if the student was late to class on a particular day.  Include at least one lateness, absence and presence on each day.

10. Click on cell B1.  The cell for May 1 is now active.
11. Point your cursor to the Filter command on the Data menu.  The Filter submenu will appear.

12. Click on AutoFilter.

13. A dropdown arrow appears immediately to the right of all dates in row #1.

14. Click on the dropdown arrow to the right of May 1 and select “Absent” in the menu which appears.  In the space below, write down the effect you noticed.

15. Choose the AutoFilter option again.  In the space below, write down the effect that you noticed.  Be sure to include a reference to the dropdown arrows.

16. Choose the AutoFilter option once again.  Click on the dropdown arrow for May 3 and choose “Custom”.  The Custom AutoFilter dialog appears.

17. The first dropdown reads “equals”.  Keep this setting.  In the dropdown to the right of it, choose “Absent.”

18. Choose the “OR” radio button.

19. In the dropdown below the radio buttons, choose “equals”.

20. In the dropdown immediately to the right, choose “Late”.
21. Click the OK button.

22. In the space below, write down the effect you noticed.

23. EXTRA CREDIT: in the space below, indicate why you believe the dropdown arrow for May 3 is marked blue instead of black as the others are.

24. In the space below, indicate how the AutoFilter is turned off (so that all of the dropdown arrows in the first row disappear).

25. Call your teacher for a grade.

