
Filtering Excel Reports 
 
If report is in PROTECTED VIEW you will need to Enable Editing. 

 
 
 
You can hide (or delete) unnecessary columns by highlighting the columns, clicking the right mouse button and choosing 
from the menu that pops up. 

 
 
You can adjust column size as needed if column is too small.  You can Filter as needed.   Highlight the entire page by 
clicking on the triangle in the upper left-hand corner and click on Filter to add filters to columns. 

 



 
To sort, highlight rows to sort, including header row. Click on Custom Sort. Then choose sort options.  You can list 
multiple sort options by clicking + Add Level.  After choosing your options, click ok to sort data. 
 

 
 
 

 
 
 
 
 



 
 
For example: with the options chosen, data will first sort by the Product, then Posted Date, and finally by Order Number. 

 

 
 

 
 



 
 

 
 
Once you have made all your adjustments and 
want to print the report. Choose your print 
settings.  I usually choose the Narrow setting for 
margins and Fit All Columns on One Page. 
 
 
If you have not hidden or deleted any columns 
and you choose any of the Fit All or Fit Sheet on 
One Page options for printing it won’t matter 
what size font you have chosen, it will shrink 
everything to fit on one page. 


