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W H A T  I S  A  F I L T E R ?
The filter option on the pivot table is a useful tool to help analyze and

sorting data.

When a filter is added to the header row of a spreadsheet, a drop-

down menu appears in each cell of the header row. This provides you

with a number of filter options that can be used to specify which rows

of the spreadsheet are to be displayed.



U S I N G  A  F I L T E R :
The filter will automatically

populate when you create a pivot

table, see example to the right.
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F i l ters  S T E P  1

Using the drop down beside the

“Row Labels”, you can select certain

categories to search, or sort by.

S T E P  2
 Using the Select Field option at the

top, you can select which set of data

you would like to search from.
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You can manually type in the

criteria you are looking  for.

 You have the option of changing

the “Field”. In the example to the

left, the word “Product” was

searched.

Searching &
sort ing  us ing

f i l ters

To sort Alphabetically, select “Row

Labels”, & choose the drop down

filter, select “Sort A to Z”, or “Sort Z

to A”. 

S O R T I N G  D A T A



L A B E L  &  V A L U E
F I L T E R S

You can choose “Label Filters” or

“Value Filters” which will allow you

to only select data with a certain

criteria.

For example,“Value Filter” is set to

show the Sum of Units sold that are

greater than 23,000.

SECTION 2

Label  &  Value
Fi l ters


