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5 Delete Columns in Excel
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++ Columns do not have to be deleted to
manipulate the data in Excel, but it can help
simplify the spreadsheet

<+ Another way to start with a clean set of data is to
add an additional sheet to the workbook, then
copy and paste relevant data from the original
sheet to the new sheet @
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W\~ Custem AutoFilter

Show rows where:
BirthDate

Jis after or equal to |3/202013
®and Oor

is before or equal to . |5/202015

Use 7 to represent any single character
A Use *to represent any series of characters
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Cancel | |
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8 Fund Code Filter

1. Locate column to filter

21 SortAtoZ
2. Click the drop down ] sonzion
Sort by Color »E
arrow ¥ c

Filter by Colo

Text Filters v [
P 3
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3. Uncheck the data you do
not want in the column

4. Click OK
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9 Sort Data in Excel

o cducationEnvironment! o dad
1 SortAtoZ
1€l SortZtoh

1. Locate column to sort

T 2. Click the drop down arrow
| \ 5 3. Click A to Z to sort the data in chronological order. Z

Ao to A for reverse.

4. Click OK
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Create PivotTable

Choose the data that you want to analyze
@ Select a table or range

Table/Range: Table1!SA:SP

Use an external data source
PivotTables Ou

Tables

CGhoose Gonmection...

Connection name:
PivotTable
Rot the PivotTable report to be placed

Easily arrange and summarize
complex data in a PivotTable.

FY¥l: You can double-click a value to Location: |Table1!SBS23

see which detailed values make up
Choose whether you want to analyze multiple tables

the summarized total.
D Add this data to the Data Model
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PivotTable Fields Tx

Choose fields to add to report:

[] FundCode [=]
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