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Filtering datasets in Excel 

Filtering datasets in iSearch is straight forward and we recommend creating your portfolio in 
iSearch then exporting Excel for further analysis. This is not always possible, or when you have 
the data in Excel you realize that you want to focus in on a subset. This can be done in Excel 
using the ‘Filter’ tool. 
 
INSTRUCTIONS 

With a cell highlighted in the data, click the DATA tab, then ‘FILTER’ .  
 

 
 
Excel will automatically select the rows and columns in the dataset. Each column header will 
have drop down arrow next to it. 
 

 

In the example below, we can filter on activity code to identify R01 grants. Click on the down 
arrow next to the Activity Code header. 
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Then click on the (Select All) box to deselect all activity codes. Scroll down and select R01. Then 
click OK. 
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We are now down to 583 rows instead of 1,802. You could also filter on multiple values under 
the same header by checking multiple boxes and you can filter on additional fields at the same 
time e.g. select Type 1s only. Excel Filter works as an ‘AND’ so the rows identified would be 
Type 1 R01s. 
 
If you are looking for a particular value in a column, e.g. an ApplID, you can use the Search box 
at the top of the check list. This will highlight the ApplID of interest in the list and allow you to 
select it. 
 
Note that ‘Filter’ only hides the rows. Copy and paste in columns will paste into visible columns 
if you select cells and paste. If you drag a cell down the column to copy, it will fill all cells 
including hidden cells. 
 
If you want to work with this dataset, copy the data and paste onto a new sheet. This will 
remove the hidden rows. 
 
 
If you are having problems, contact OPA training: OPA-Training@mail.nih.gov 
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