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1 | Report Overview 
  
HSA Bank provides you with a comprehensive set of reports to monitor and manage your program. 
These reports are designed to provide you with the necessary information for both daily administration 
as well as overall program management. Use of these reports affords superior transparency into your 
program, which enables general administration and helps you optimize the program by understanding 
specific employee behaviors and patterns of use. Please note, some reports may not apply depending on 
the types of plans you offer. The first five reports in your list (beginning with the Program Summary 
Report and ending with the HSA All Account Report) are specific to HSAs. All other reports are related to 
health plans. 
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2 | Summary of Program Reporting 
No. Report Name Description Applicable 

Plans 
Frequency 

1 Program 
Summary Report 
 

Provides key summary information on 
HSA program, including:  contribution 
information, account usage, investment 
activity, balance ranges, spending/saving 
habits, and details on distributions.  

HSA Monthly 

2 
HSA Account 
Detail Report 
(Detail) 

Provides the contribution details for 
employees who had employer 
contributions during the requested time 
period.  

HSA 
Monthly & 

On Demand 

3 

HSA Account 
Detail Report 
(Summary) 

Provides current period and year-to-
date employer contributions for 
current and prior tax year. Also 
provides employment status, 
account status, and HDHP coverage 
level.  

HSA Monthly & 
On Demand 

4 

HSA Plan Funding 
Collection 
Notification  
(If applicable) 

Reflects the funding for recently 
submitted payroll and employer 
contributions, and the date the 
funds will post to employee 
accounts.  

HSA 
1 business 

day prior to 
funding 

5 
HSA All Account 
Report 

Provides a variety of HSA data to assist 
with administrative tasks, such as 
reviewing which accounts can be funded, 
assisting with employees’ questions, and 
obtaining account numbers to set up 
direct deposit contributions (if 
applicable). 

HSA Weekly 

6 

Fee Funding 
Notification  
(if applicable)  

Reflects the employer fees assessed 
for the prior month.  

HSA, FSA, HRA, 
Commuter Monthly 

8 
Account Balance 
Detail Report 

Provides plan balance summaries 
and employee account balance 
detail as of specified date. 

FSA, HRA, 
Commuter 

Monthly & 
On Demand 

9 

Enhanced Debit 
Card Settlement 
Report 

Provides a summary of the settled 
debit card transactions that require 
funding by settlement date. 

FSA, HRA, 
Commuter On Demand 
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10 
Enrollment 
Report 

Provides information about 
enrollments for an employer group 
by plan and plan year. 

HSA, FSA, HRA, 
Commuter 

Monthly & 
On Demand 

11 
Repayments 
Report 

Provides information about 
repayments for a specific date range.  
Assists in the review and audit of 
repayments for the employer. 

FSA, HRA, 
Commuter 

Monthly & 
On Demand 

12 
Employer Funding 
Notification 

Provides information about funds to 
be collected from the employer, 
including funding adjustments. 

FSA, HRA, 
Commuter 

1 business 
day prior to 

funding 

13 
Payroll Deduction 
Notification 

Provides information on what 
deductions are scheduled to be 
made of an upcoming payroll date. 

FSA, HRA, 
Commuter 

1 business 
day prior to 
payroll date 

14 Account Balance 
Report 

Similar to the Account Balance Detail 
Report however this report only 
contains the consumer information – 
no summary 

FSA, HRA, 
Commuter On Demand 

15 
Claim History 
Report 

Provides information on claims 
submitted during a specified time 
period, including claim status. 

FSA, HRA, 
Commuter On Demand 

16 
Debit Card 
Funding Report 

Provides a summary of the debit 
card transaction amounts and fee 
amounts by plan. 

FSA, HRA, 
Commuter On Demand 

17 Debit Card Mail 
Date Report 

Provides the history of the date(s) 
cards were mailed to cardholders. HSA, FSA, HRA, 

Commuter On Demand 

18 
Debit Card Status 
Report 

Provides a list of the cards and 
current card status that have been 
issued to cardholders. 

HSA, FSA, HRA, 
Commuter On Demand 

19 

Debit Card 
Transaction 
Report 

Provides a list of all debit card 
transactions by settlement date. FSA, HRA, 

Commuter On Demand 

20 
Payment History 
Report 

Provides all 
reimbursements/payments during a 
specified time period. 

FSA, HRA, 
Commuter On Demand 

21 
Reimbursement 
Detail Report 

Provides information on all claims 
reimbursed during a specified time 
period. 

FSA, HRA, 
Commuter On Demand 

 
 

N
EW
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3 | Accessing Reports  
 
The Employer Administration Site, employer.hsabank.com, provides access to scheduled reports and the 
ability for you to generate reports on an as-needed basis. Go to Manage employees to view a list of 
recently created reports. Then go to the REPORTS tab for a complete list of reports related to your 
program.    

The following pages describe the standard reports available to you. Additional reports are available 
based on your group’s specific needs. Please contact a Business Relations Representative for these 
options. 

 

 

 

 

 

 

 

 

 

  

http://employer.hsabank.com/
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Select and View a Report  
 
Once you’ve navigated to the REPORTS tab, click a report type to view the history of reports 
that were generated. Simply click the tile of the report you would like to access.  
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Run a Report   
 
Some of the report types can be generated on an ad hoc basis. 

• From the REPORTS tab, click the + New report button.  
• You can then select your desired report and set the desired parameters, which may 

include the report format, date, level of detail, and divisions to be included. You can also 
request to be emailed when your report is available.  

• When the report has generated, you can quickly access it under the Recently Created 
Reports section of the Home Page.    
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 4 | Report Samples 
4.1 Program Summary Report 

 
 

 

 

 

 

 

 

 
 
 

 
  

Purpose 

Provides key summary details on the HSA program, including: account usage, status, 
investment activity, balance ranges, spending/saving habits, and details on distributions. 
The report has three sections (tabs). If you are using location codes, the three sections 
provide a summary for each location. 

When is it 
available? 

Available five business days after the first of the month. 

Report 
Format 

Excel 

Key information found in this report: 

• Number of accounts and the average balance  
of the employee accounts 

• Where employees use their HSA dollars  
• Whether your employees are “spenders” or “savers”  
• Employee use of online tools 
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Identifier Last Name First 
Name 

Amount Contribution Type Tax Year Processed 
Date

Note

900293XXX1 SAMPLE1 NAME1 $0.01 Payroll Deduction 2015 11/24/2015 11/20/2015 Payroll Deduction
900293XXX2 SAMPLE2 NAME2 $500.00 Employer Contribution 2015 11/24/2015 11/20/2015 Employer Contribution
900293XXX3 SAMPLE3 NAME3 $138.90 Payroll Deduction 2015 11/24/2015 11/20/2015 Payroll Deduction
900293XXX4 SAMPLE4 NAME4 $38.12 Payroll Deduction 2015 11/24/2015 11/20/2015 Payroll Deduction
900293XXX5 SAMPLE5 NAME5 $108.51 Payroll Deduction 2015 11/24/2015 11/20/2015 Payroll Deduction
900293XXX6 SAMPLE6 NAME6 $108.51 Payroll Deduction 2015 11/24/2015 11/20/2015 Payroll Deduction
900293XXX7 SAMPLE7 NAME7 $26.93 Payroll Deduction 2015 11/24/2015 11/20/2015 Payroll Deduction
900293XXX8 SAMPLE8 NAME8 $2.27 Payroll Deduction 2015 11/24/2015 11/20/2015 Payroll Deduction
900293XXX9 SAMPLE9 NAME9 $108.51 Payroll Deduction 2015 11/24/2015 11/20/2015 Payroll Deduction
900293XXX10 SAMPLE10 NAME10 $76.92 Payroll Deduction 2015 11/24/2015 11/20/2015 Payroll Deduction
900293XXX11 SAMPLE11 NAME11 $35.71 Payroll Deduction 2015 11/24/2015 11/20/2015 Payroll Deduction
900293XXX12 SAMPLE12 NAME12 $38.12 Payroll Deduction 2015 11/24/2015 11/20/2015 Payroll Deduction
900293XXX13 SAMPLE13 NAME13 $440.73 Payroll Deduction 2015 11/24/2015 11/20/2015 Payroll Deduction
900293XXX14 SAMPLE14 NAME14 $0.01 Payroll Deduction 2015 11/24/2015 11/20/2015 Payroll Deduction
900293XXX15 SAMPLE15 NAME15 $440.73 Payroll Deduction 2015 11/23/2015 11/19/2015 Payroll Deduction
900293XXX16 SAMPLE16 NAME16 $255.77 Payroll Deduction 2015 11/23/2015 11/19/2015 Payroll Deduction
900293XXX17 SAMPLE17 NAME17 $19.23 Payroll Deduction 2015 11/23/2015 11/19/2015 Payroll Deduction
900293XXX18 SAMPLE18 NAME18 $173.07 Payroll Deduction 2015 11/23/2015 11/19/2015 Payroll Deduction
900293XXX19 SAMPLE19 NAME19 $213.19 Payroll Deduction 2015 11/23/2015 11/19/2015 Payroll Deduction
900293XXX20 SAMPLE20 NAME20 $213.19 Payroll Deduction 2015 11/23/2015 11/19/2015 Payroll Deduction

4.2 HSA Account Detail Report (Detail)  

 

Purpose 

Provides the contribution details for employees who had employer contributions during 
the requested time period. Monthly, auto-generated reports have year-to-date 
employer contribution details; on-demand reports can be run with year-to-date details 
or may be limited to a specified reporting period. 

When is it 
available? 

Monthly, on demand 

Report 
Format 

Excel 

Key information found in this report: 

• List of all employer contributions made to HSAs  
year-to-date or during a given time period. 
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4.3 HSA Account Detail Report (Summary)  

 

 

 

 

Purpose 

Provides current period and year-to-date employer contributions for current and prior 
tax year. Also provides an overview of each employee’s HSA, including their employment 
status, account status, and HDHP coverage level.   

When is it 
available? 

Monthly, on demand 

Report 
Format 

Excel 

Key information found in this report: 

• YTD totals for contributions initiated by the employer  
(includes contributions made via payroll) 
 

• Employees’ HSA and employment status  

 
 
 

Note: The IDV column indicates whether the Customer Identification Program (CIP) process was 
initiated; it does not indicate whether the employee passed or not. 
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4.4 HSA Plan Funding Collection Notification  

 

Purpose 

Reflects the funds for recently submitted payroll and employer contributions and the 
date that the funds will be pulled from the employer’s bank account (‘Funding Date’). 
This report also lists any contributions/funds on hold. 

When is it 
available? 

One business day prior to funds being pulled from employer account and posting to the 
employees’ HSAs 

Report 
Format 

PDF 

Key information found in this report: 

• Funding amount that will be pulled from employer  
bank account  
 

• Contribution date of recently submitted funding 
 

• Which funds were placed on hold of the recently  
submitted funds 

 

 
 
 

Note: When a hold status is removed from an employee’s account, the transactions listed in the Funds 
on Hold section are moved to the Funds to be Collected section, and a new notification is generated the 
next business day. 
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4.5 HSA All Account Report  

 
 

Purpose 
Provides a variety of HSA data to assist with administrative tasks, such as reviewing 
which accounts can be funded, assisting with employees’ questions, and obtaining 
account numbers to set up direct deposit contributions (if applicable). 

When is it 
available? 

Weekly 

Report 
Format 

Excel 

Key information found in this report: 

• Current account status for every employee, plus account open, 
effective, and close dates. 

 
• Current IDV status for every employee with an open account. 

 
• Last debit card mail date and last contribution date for every 

employee. 
 

• If applicable, employee account numbers for direct deposit 
purposes. 
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4.6 Fee Funding Notification  

 
  

Purpose 

Reflects the employer fees assessed for the prior month and serves as your program’s 
monthly invoice. Please note that fees are calculated on the first business day of the 
month. This report also includes a list of employees for whom fees were assessed (either 
posted or waived). 

When is it 
available? 

Monthly (date varies; generated between the second and 18th business day of the 
month) 

Report 
Format 

Excel, PDF 

Key information found in this report: 

• Count of HSAs billed for a specific month 
 

• Total fees charged for a specific month 

 

 

 
 
 

All 23 Active 
Employees 
show in list 
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4.7 Account Balance Detail Report  

Summary: 

 
 
Detail: 

  

Purpose 
Provides plan balance summaries and employee account balance detail as of specified 
date. 

When is it 
available? 

Monthly, On Demand 

Report 
Format 

Excel 

Key information found in this report: 

• Summary and detail of year-to-date contributions, payroll 
deductions, claims paid, and other valuable account 
information. 

• Contains employer summary data and individual account 
holder plan information. 
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4.8 Enhanced Debit Card Settlement Report  

  

Purpose 
Provides a summary of the settled debit card transactions that require funding by 
settlement date. 

When is it 
available? 

On Demand 

Report 
Format 

PDF, Excel 

Key information found in this report: 

• The debit card transactions needing funding by 
settlement date. 
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4.9 Enrollment Report  

 
  

Purpose Provides information about enrollments for an employer group by plan and plan year. 

When is it 
available? 

Monthly, On Demand 

Report 
Format 

PDF, Excel, Data File 

Key information found in this report: 

• The enrollments for the employer group. 
• The consumers enrolled in a plan. 
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4.10 Repayments Report  

Summary: 

 
Detail: 

  

Purpose 

Provides information about repayments for a specific date range.  Assists in the review 
and audit of repayments for the employer or placing dollar amounts on the employee’s 
W2. Repayments to the plan are required to be made by members for ineligible or 
unsubstantiated charges. 

When is it 
available? 

Monthly, On Demand 

Report 
Format 

PDF, Excel, Data File 

Key information found in this report: 

• The repayment information for a specific date range. 
• The status of all repayments by employee. 
• Dollar amounts that are required to be collected from the 

employee or added to the employee’s gross W2 wages. 
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4.11 Employer Funding Notification  

 
Summary Detail 

 

 

 
 
  

Purpose 
Provides information about funds to be collected from the employer, including funding 
adjustments. 

When is it 
available? 

One business day prior to funds being pulled from employer account. 

Report 
Format 

PDF, Excel 

Key information found in this report: 

• The information about funds to be collected from 
the employer. 

• The details about claims needing funding and any 
funding adjustments. 
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4.12 Payroll Deduction Notification  

 

Summary Detail 

 

 

  

Purpose 
Provides information on what deductions are scheduled to be made of an upcoming 
payroll date. 

When is it 
available? 

One business day prior to payroll date. 

Report 
Format 

Excel 

Key information found in this report: 

• The payroll deduction amounts that will be posted to 
employee accounts on an upcoming payroll. 
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4.13 Account Balance Report  

 
 

 
  

Purpose 
Similar to the Account Balance Detail Report however this report only contains the 
consumer information – no summary. 

When is it 
available? 

On Demand 

Report 
Format 

PDF, Excel, Data File 

Key information found in this report: 

• The balance information by plan and by employee. 
• The enrollment information by plan and by 

employee. 
• The year-to-date paid claims, payroll deductions, 

and employer contributions (if any) by plan and by 
employee. 
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4.14 Claim History Report  

 
Summary: 

 
 
Detail: 

 
  

Purpose 
Provides information on claims submitted during a specified time period, including claim 
status, amount, and method filed. 

When is it 
available? 

On Demand 

Report 
Format 

PDF, Excel, Data File 

Key information found in this report: 

• The current status of claims for selected time 
frame. 

• Which claims require substantiation/collection. 
• The claim amount, paid amount, pending 

amount, and/or denied amount. 
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4.15 Debit Card Funding Report  

 
Summary: 

 
 
Detail: 

  

Purpose Provides a summary of the debit card transaction amounts and fee amounts by plan. 

When is it 
available? 

On Demand 

Report 
Format 

PDF, Excel 

Key information found in this report: 

• The total amount of settled debit card transactions 
that require funding for the selected period. 

• Individual debit card transaction details. 
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4.16 Debit Card Mail Date Report  

 
 

 
 

Purpose Provides the history of the date(s) cards were mailed to cardholders. 

When is it 
available? 

On Demand 

Report 
Format 

PDF, Excel 

Key information found in this report: 

• The date(s) debit cards were mailed to employees. 
• Report information delayed approximately 24 hours. 
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4.17 Debit Card Status Report  

 

  

Purpose Provides a list of the cards and current card status that have been issued to cardholders. 

When is it 
available? 

On Demand 

Report 
Format 

PDF, Excel 

Key information found in this report: 

• The cards issued to employees and/or 
dependents. 

• The status of all debit cards issued. 
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4.18 Debit Card Transaction Report  

 

  

Purpose Provides a list of all debit card transactions by settlement date. 

When is it 
available? 

On Demand 

Report 
Format 

PDF, Excel, Data File 

Key information found in this report: 

• The settled debit card transactions by 
employee and plan. 

• Includes transaction date and transaction 
status. 
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4.19 Payment History Report 

 
Summary: 

 
Detail: 

  

Purpose Provides all reimbursements/payments during a specified time period. 

When is it 
available? 

On Demand 

Report 
Format 

PDF, Excel, Data File 

Key information found in this report: 

• The information for all payments by plan and 
by employee. 

• Summary and detail information included. 
• Payment status. 
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4.20 Reimbursement Detail Report 

 

 

Purpose Provides information on all claims reimbursed during a specified time period. 

When is it 
available? 

On Demand 

Report 
Format 

PDF, Excel, Data File 

Key information found in this report: 

• The information of all claims paid 
during the specified period. 

• Can include debit card transactions. 
• Provides reimbursement dates and 

payment numbers. 
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Appendix A: Common Report Needs/Scenarios 

Key Program Questions  
Report 
Name 

Frequency Tips 

Overall Program Success    
Where do my employees use their HSA 
dollars?  

Program 
Summary 
Report 

Monthly 
Includes types of merchants (dentist, doctor, 
etc.) 

Are my employees “spenders” or “savers”? Monthly 
Percentage of YTD contributions that are spent 
from HSAs 

What is the average HSA balance?  Monthly 
Average balances and balances in specific 
ranges are provided.  

Enrollment Reports    

How do I know if an employee is enrolled or 
see the status of all HSAs in the program? 

Account 
Detail Report 
(Summary) 

On demand, 
monthly  

Remember that accounts with a mid-month 
HDHP or enrollment effective date are opened 
on the first of the following month.   

How do I see accounts that recently 
opened? 

Apply a filter to the column headings row and 
use the ‘Account Creation Date’ column to find 
recently opened accounts. 

How do I see accounts that are terminated? 
 

Apply a filter to the column headings row and 
use the ‘Employment Status’ column to find 
terminated accounts. 

How do I know if any employee accounts 
may close due to the Customer 
Identification Program process?  HSA All 

Account 
Report  

Weekly 

The ‘Date IDV Passed’ column will be blank. 

How do I see how long an employee’s 
account is pending due to CIP (identity 
verification)? 

Review the ‘Aged Date’ column; after 90 days, if 
the identity of the employee cannot be verified, 
the HSA will close.   

Contribution Reports    

How do I confirm that a contribution was 
sent to a particular employee’s HSA? 

Account 
Detail Report 
(Detail) 

On demand, 
monthly 

Funding transactions initiated by the employer 
are captured in this report. Direct deposit/ACH 
funding does not currently appear on these 
reports.  

How much were the employer contributions 
that were sent to an HSA for a period of 
time? 
What funding was recently completed on 
the Employer Administration Site? 

Which funds placed on hold for funding 
were recently completed on the Employer 
Administration Site?  

HSA Plan 
Funding 
Collection 
Notification  

Ad hoc 

Funds are placed on hold and remain with the 
employer for accounts that have a block/hold 
placed on them. These may include, but are not 
limited to, suspected fraud, an SSN being on the 
death master list, the participant having access 
to FSA funds during a grace period, or the 
account not yet being effective.  

How much money will be pulled from my 
employer bank account for funding recently 
completed? 

This report is available one business day prior to 
funds being pulled from employer bank account 
and posting to the employees’ HSAs. 

Billing Reports 
How many accounts were I billed for last 
month? 

Fee Funding 
Notification 

Monthly 
Fees are calculated on the first business day of 
the month. 
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Key Program Questions  
Report 
Name 

Frequency Tips 

Funding Reports 

How do I confirm year-to-date payroll 
contributions? 

Account 
Balance 
Report 

On demand YTD payroll contributions can be found in 
column P, Participant Deposit. Participant 
deposits show a member’s payroll contributions 
to the plan based on their payroll schedule. 

Account 
Balance Detail 
Report 

On demand, 
monthly 

How do I confirm a member’s available cash 
balance in an FSA plan? 

Account 
Balance 
Report 

On demand The available cash balance equals funds left to 
spend in the plan year less any paid or pending 
claims. 

Account 
Balance Detail 
Report 

On demand, 
monthly 

How do I confirm a member’s rollover from 
the previous plan year? 

Account 
Balance 
Report 

On demand Rollover dollars from the prior plan year that are 
available to the member in the new plan year 
can be found in column K. The rollover is added 
to the member’s total available cash balance. 

Account 
Balance Detail 
Report 

On demand, 
monthly 
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Appendix B: Notional Common Report Needs/Scenarios 

Key Program Questions  
Report(s) 

Name 
Frequency Tips 

Manage Overall Program Success    

How can I confirm who currently has a 
debit card, the card status and when the 
cards were issued? 

• Debit Card 
Status Report 

• Debit Card Mail 
Date Report 

On Demand 

View a list of the cards and current card status 
that have been issued to cardholders, as well 
as the history of the date(s) cards were mailed 
to cardholders. 

Enrollment Reports    
How do I know if an employee is enrolled 
or see the status of all enrollments in the 
program? 

• Enrollment 
Report 

On Demand, 
Monthly  

Each enrollment has a separate record on both 
reports.  The enrollment report contains 
information specific to the enrollment. 

Transaction Reports    

How do I determine the claim funding 
amount? 

• Employer 
Funding 
Notification 

1 Business 
day prior to 

funding 

Funding reports are generally created on every 
business day.  The funding amounts are shown 
on the first tab with the details for the funding 
amounts are on the second tab. 

How can I review claims submitted, their 
status and claims reimbursed? 

• Claim History 
Report 

• Reimbursement 
Detail Report 

On Demand, 
Monthly 

Provides information on claims submitted 
during a specified time period, including claim 
status and information on all claims 
reimbursed for a specified time period.  

How do I confirm payroll deduction and 
employer contribution amounts? 

• Payroll 
Deduction 
Notification 

1 Business 
day prior to 

posting 

Upcoming payroll deduction and employer 
contribution amounts are listed for each 
employee with a scheduled transaction. 

How do I review debit card transactions? 
• Debit Card 

Transaction 
Report 

On Demand 
Provides a list of all debit card transactions by 
settlement date. 

How do I review settled debit card 
transactions? 

• Enhanced Debit 
Card Settlement 
Report 

On Demand 
Provides a summary of all settled debit card 
transactions for a specified date range. 

How do I review pending repayments? • Repayments 
Report 

On Demand, 
Monthly 

View the status of repayments for all 
employees.  Can be used to pending 
repayments as taxable income on W2s. 
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Appendix C: Frequently Asked Questions  

1. How long is a report available on the Employer Administration Site? 
Reports auto-generated through the application are currently available indefinitely. Reports 
generated manually by an employer are available until canceled by the employer. 

2. Why do some of the available reports show no data? 
For audit purposes, some reports with no activity are still generated to demonstrate that no 
data was reported during a specific period. 

3. How do I opt out of a report notification?  
Call our Business Relations department at 866-357-5232, Monday – Friday, 7 a.m. – 7 p.m., 
Central Time, and any of our representatives would be happy to submit a request to turn off 
your report notifications. 

4. Where can I find a report that shows the funding that I completed through the Employer  
Administration Site? 
The Account Detail Report reflects any funding that is processed online. 

5. Can I review contribution corrections in reports? 
Unfortunately, contribution corrections do not reflect on the contribution reports. The 
Contribution Report reflects only funds going into the account. 

6. How do I determine the amount required to fund claims for my HRA and/or FSA? 
The Account Balance Detail Report allows you to view plan balance summaries and consumer 
account balance detail as of a specified date.  
 

7. Where can I see overpayments from the HRA and/or FSA? 
The Repayments Report provides a summary and detail of consumer repayments due for 
specific period of time. These are potential dollar amounts that may need to be placed on the 
employee’s W2. 
 

8. Where can I see claims paid and their dollar amount for HRA and/or FSA? 
The Claim History and Reimbursement History Reports provide information on claim amount, 
paid date, and submission method. 
 

9. What is an employer’s responsibility for unsubstantiated claims? 
Per IRS regulations, all claims must be substantiated. If a claim is paid without substantiation, 
the employer (plan sponsor) is responsible for seeking repayment of the plan by the employee, 
and if unsuccessful, including the amount of the unsubstantiated charges in the gross wages on 
the employee’s W2. 
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Appendix D: Using the ‘Auto Filter’ Function in MS Excel  

Using Auto Filter to filter data is a quick and easy way to find and work with a subset of data in a range 
of cells or a table and can easily help you see a group of accounts that meet specific criteria. Filtered 
data displays only the rows that meet criteria that you specify and hides rows that you do not want 
displayed. After you filter data, you can copy, find, edit, format, chart, and print the subset of filtered 
data without rearranging or moving it. 
 
You can also filter by more than one column. Filters are additive, which means that each additional filter 
is based on the current filter and further reduces the subset of data.  
 
Note: When you use the Find dialogue box to search filtered data, only the data that is displayed is 
searched; data that is not displayed is not searched. To search all the data, clear all filters. 
 

Filter text 

1. Highlight the row with the column headings.     
2. On the Data tab, in the Sort & Filter group, click Filter.   

 

 

 

3. Click the arrow in the column header. 
4. Choose the criteria that you want to display.  
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