
 
 
 

Excel 2003: Filtering Data 
Learning Guide 
 
 
 In many situations, you will want to view only the rows in your 

spreadsheet with data that’s relevant to your current project.  Excel 
allows you to create a filter to screen out data that’s momentarily 
irrelevant. Once you apply your filter to your spreadsheet, Excel 
will display only the data that meets the conditions you set and the 
rest of the data in your spreadsheet will remain hidden until you 
remove the filter.   
 
 
Turning on Excel’s AutoFilter 
In order to begin filtering data in your worksheet you must first 
turn on Excel’s AutoFilter. To turn on AutoFilter: 
• Open the spreadsheet containing data you wish to filter. 
• From the Data menu, select the Filter submenu.  
• From the Filter submenu, select Autofilter. 
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Filtering for data 
• Select the column of your worksheet with the data you wish to 

filter. 
• Click on the down-facing arrow next to the header of that 

column. 
 

 
 
• The drop-down menu that appears will contain one item 

representing each unique data value in the column you chose. 
o In the example below, the Department column contains 

the names of each department and the filter menu 
contains each of these values.  For columns containing 
many unique data values, the filter menu can be 
substantially long. 

• To apply your filter, click on the value whose rows you wish to 
display (for example, Astronomy). 

 

 
 

• Excel will hide any rows that do not contain the data value you 
choose, and display blue row numbers for all of the rows that 
are still visible. 

 
 
Tip: Adding a second condition to your filter 
• To screen out even more data, you can filter by more than one 

condition.   
o Select the second column of your worksheet with data 

you wish to filter.   
o Click on the down-facing arrow next to the header of 

that column. 
o Click on the data value to add to your filter. 
o Excel will hide any rows that do not contain both of the 

conditions that you’ve selected. 
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Removing a filter 
Once you’ve created a filter, you can easily remove it so that you 
can view all of your data. 
• Locate the column that you used to create your filter. 
• Click on the down-facing arrow next to the header of that 

column.  
• From the menu that appears, select All. 
 

 
 
 
Turning off Excel’s AutoFilter 
Once you are finished filtering data in your worksheet you can turn 
off Excel’s AutoFilter. To turn off Excel’s AutoFilter: 
• From the Data menu, select the Filter submenu. 
• From the Filter submenu, select AutoFilter. 
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