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Find and Replace

Data may appear in codes.  For example, in the Gender column, male is indicated with a 1 and female with a 2.  You can choose to replace the codes with the actual terms using the Replace command.

1. Select the column to be searched through by clicking on the column letter at the top of the screen.

2. Pull down the Edit menu and choose Replace
3. In the Find What box, type the text to look for

4. In the Replace With box, type the new text you want

5. To check each replace, click on the Find Next button and then on the Replace button on the selections you want to replace.  To replace all very quickly, simply click on the Replace All button.

6. Click on OK and then click on Close.

Sorting Data

You can sort on up to three columns.

1. Select the data to be sorted

2. Pull down the Data menu and choose Sort
3. In the Sort By box, choose the column to be sorted by

4. If any of the data in the first sorting column is the same, you can choose to sort by another column in the Then By box. If any of the data in the first and second columns are the same, you can then choose another column in the Then By box.

5. Click on OK.

AutoFilter

Use AutoFilter to list only rows that meet specific criteria. 

7. Click in the data of the table

8. Pull down the Data menu

9. Choose Filter and then AutoFilter  

10. A drop-down arrow appears next to each column heading

11. Click on the drop-down arrow to the right of the column you want to filter with and choose a criteria.

12. To remove the criteria from the column, click on the drop-down arrow to the right of the column and choose (all) from the top of the list.

Show All Records

To quickly show all of the records after performing an AutoFilter:

1. Pull down the Data menu

2. Choose Filter and then Show All
Advanced Filter

Advanced Filtering in Excel allows you to extract data from your list and place it in a different area of the worksheet.  You can also filter the data in place.
1. The first step in preparing for an Advanced Filter is to Copy and Paste the column heading from your list to the area where you’ll enter the criteria for the filter and to another area where the extracted data will be listed.  It is important to use the Copy and Paste commands for this, so the column headings are exactly the same in both locations.
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Criteria:  Criteria is entered on the line or lines below one of the set of column headings that you paste. More on Criteria is listed below.
3. Click anywhere in your data to be filtered.
4. Pull down the Data menu, choose Filter, and then Advanced Filter
5. In the Advanced Filter dialog box, the List Range should already be completed with the range of your list.
6. To complete the Criteria range, enter the range of cells where you copied the column headings for the Criteria, plus the row/s below the column headings. 

7. Click on Copy to another location.

8. To complete the Copy to range, enter the range of cells where you copied the column headings for the extracted data.

9. Click on OK.

Criteria for Advanced Filters

Enter criteria data on the blank line below the column headings you copied for the criteria range.  
AND Condition

If you enter criteria under more than one column, all of the criteria must be true in a record for it to be displayed.  This is called an AND condition.  
OR Condition

To Create an OR condition, put the criteria on separate rows and include all rows in the criteria range.
AND Condition in the Same Column

To perform an AND filter with data in the same column, simply copy the column heading again in the criteria range.  The example that follows searches for Math Scores between 80 and 90.

	MathScore
	MathScore

	>80
	<90


Comparison Operators

	Operator
	Description
	Example

	=
	Equal to
	=1000

	>
	Greater than
	>1000

	>=
	Greater than or equal to
	>=1000

	<
	Less than
	<1000

	<=
	Less than or equal to
	<=1000

	<>
	Not Equal to
	<>0


Wildcards

	Criteria
	Description
	Example

	?
	Wildcard operator for single character
	Sm?th – would return “Smith” and “Smyth”

	*
	Wildcard operator for any number of characters
	*Smith would find “Bill Smith” and “Sally Smith”


Text Criteria: Note that text comparisons are NOT case sensitive
	Criteria
	Description
	Example

	B
	Searches for any text that begins with a B
	Bob

	=”=Project”
	Finds the word Project (and nothing else)
	Project

	Project
	Finds all text that begins with Project
	Project Plans

	*Project*
	Finds all text that contains Project
	Accounting Project Plans

	>M
	Finds all text that begins with letters N through Z
	Ned, Opie, Queen, Rusty, Sally…

	<>M
	Finds all text that does NOT begins with an M
	Anything that doesn’t start with the letter M

	=
	Finds blanks
	

	<>
	Finds records that are nonblank
	


PivotTables

PivotTables allow you to group and report data.

13. Click in the data

14. Pull down the Data menu and choose PivotTable and PivotChart Report…
15. On Step 1 of the Wizard, click on Next
16. On Step 2 of the Wizard, click on Next
17. On Step 3 of the Wizard, click on the Finish button

18. From the right-hand side, drag the desired Field buttons to the desired areas. Descriptions of the PivotReport areas are listed below.
19. To Remove a field from the PivotTable, drag the field from the left side back to the list of fields on the right side.

PivotTable Areas Defined

· Row field   A field from the source data that you assign to a row orientation in a PivotTable report. 

· Column field   A field from the source data that you assign to a column orientation in a PivotTable report. 

· Data area   The cells in a PivotTable report that contain summarized data. You can choose to display this data in many forms such as counts, totals, and averages.
· Page field   Fields you drop here can be used to filter the data.  For example, if you drop the School field here, you can then choose to display only specific schools. 

Charting the PivotTable

20. Click in the data of the report

21. Click on the ChartWizard tool [image: image1.png]


. The chart is automatically created for you.

22. Change the title by selecting the word Total at the top of the chart and typing a new title.
















