Basic Excel Tips

***Note:  All student data used in this handout has been scrambled.
Displaying All of Your Data

Does your data look like this?
[image: image14.png]Sort by

Last Hame

Then by
Then by

My deta range has
® Header row

@ fscendng
O pescending

© sgending
O Descending

@ scendng
O Descanding

O No header row.





Expand your cells to accommodate the longest text string in each column.

[image: image1.png](3] He it vew st Fomst Iods Data

INESEHRASDIVE

window

Help  Adobe POF

PR A S

LR s

; aril -0 -|B 7 U|E

=58 % o W08

Lo

e EP IR

Type 3 question for help

-8 x

[ - A
B [ D E F G H N 5] E] T u

1_|Enrolled Grade Her|Last Name Name |[ate pr Lasther First Nn Enroll Date
2 M ## OLIVER N 000 BY ~ HOWARD = 2E+07
3 ## BURKEY ON o0 BY  HOWARD | 2E+07 F
4 M ## HAYES IcA 000 BY HOWARD | 2E+07
5 01 ## THOMASON TAYLA 000 BY  HOWARD | 2E+407,

01 ## EASLEY Y o0 BY  HOWARD | 2E+07

01 ## LOCK HaLl 000 BY  HOWARD | 2E+07

01 ## CLEMENTS R o0 BY  HOWARD | 2E+07

01 ## ION YN 00 NG HOWARD | 2E+07

01 ## HERNANDEZ EMILY 000 NG HOWARD | 2E+07

01 ## SINGLETARY A 00 NG HOWARD | 2E+07

01 ## MITCHELL. EL 00 NG HOWARD | 2E+07

01 ## HAGGARD CCA 000 NG HOWARD | 2E+07

01 ## MENDEZ ALBEEI00 /NG HOWARD | 2E+407,

01 ## VENTURA MIN_ 000 NG HOWARD | 2E+07

01 ## FORD AH 00 NG HOWARD | 2E+07

01 ## GUNTER cla 000 NG HOWARD | 2E+07

01 ## PINKERTON ALEC 000/NG  HOWARD = 2E+407,

01 ## SKINNER CLARKD0D BY | YOLANDA 2E+07

01 ## BAGWELL us o0 BY  YOLANDA 2E+07

01 ## NICHOLS R o0 BY  YOLANDA 2E+07

01 ## COOPER DANG 000 BY  YOLANDA 2E+07

01 ## THOMPSON LLE D00 BY  YOLANDA 2E+07

01 ## FRAZIER EN o0 BY  YOLANDA 2E+07

02 ## MCCART NA oo FE WENDY 2E+07

02 ## MEESE DA oo FE WENDY 2E+07

02 ## ALLEN R oo FE WENDY 2E+07

02 ## TATE ALaN OO0 FE  WENDY 2E+07

02 ## BRATCHER HOLLY 000 FE  WENDY 2E+07
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1| Enrolled Grade jierLast Name Name {ate pr Lasther First N Enroll Date
2 o1 ## OLIVER N 000 BY HOWARD 2E407
EN ] ## BURKEY ON 00 BY HOWARD 26407
4 o1 ## HAYES IcA 00 BY  HOWARD 26407
5 o1 # THOMASON TAYLA D00 BY  HOWARD 2E+07
6 o1 ## EASLEY Y [O00BY HOWARD 26417
7 o1 ## LOCK HAL 00 BY  HOWARD 26407
8 o1 ## CLEMENTS R [00BY HOWARD 26417
9 o1 ## 10N YN [00NG  HOWARD 26407

Hofor ## HERNANDEZ EMLY 00 NG HOWARD 2407
11 01 # SINGLETARY A DOONG | HOWARD 2E+07
1201 # MITCHELL EL  [00NG HOWARD 26407
1301 ## HAGGARD cca [0DNG  HOWARD 26407
1401 ## MENDEZ ALBEEDDD NG HOWARD 2E+07
15 [01 #4# VENTURA MIN 00 NG HOWARD 2407
16 [01 ## FORD AH D00 NG HOWARD 2E+07
17 /o1 ## GUNTER CiA 0D NG HOWARD 26407
18 o1 # PINKERTON ALEC 00/NG  HOWARD 2E+07,





Position your cursor on the line between the column headings. Your cursor will turn into a type of a + sign.
Double-click.

To adjust all columns at once, click the “Select All” button.

Position your cursor between any 2 column headings to get the + type cursor.

Double-click.
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Special Note:
Different data types display different characters when the column is too narrow.
Text – truncated

Numbers - ## or hex displays (2E+07)

Using Sorts

Basic Sort


Click in any cell in your table 

Click Data ( Sort

“Sort By” -- drop down and select Last Name
Make sure “Header Row” is selected

Click OK

Sort on Multiple Fields


We will sort by Last Name, then First Name


Click in any cell in your table


Click Data ( Sort


“Sort By” -- drop down and select Last Name


“Then By” – drop down and select First Name

Make sure “Header Row” is selected

Click OK

Using Filters
Basic Filter


Click in any cell in the spreadsheet


Data ( Filter ( Autofilter
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1 |School | Enrolled Grade | Student ID |Last Name First Name State ID Teacher Last Name | Teacher First Name |ELL? |G
2 9999 01 7826 ADAMS MEDUSA (D00000BE909B432 YEARBY HOWARD Y F
3] ] 0] 1 7741 ADGER ZEUS /00000612765080 | YEARBY HOWARD YoM
4 9999 01 7725 ALFORD JUAN "D00000BEB097525 YEARBY HOWARD Y F

5 999901 7525 ALFREDSON XAVIER ‘00000429990041 YEARBY HOWARD Y F

6 999901 7453 ALl WILLIAM "D00000257932614 YEARBY HOWARD Y M

7 999901 7421 ALLEN WESLEY "D00000253957873 YEARBY HOWARD Y M

8 999901 7398 ALSOBROOK WALTER "D00000257994578  YEARBY HOWARD Y F

9 999901 6986 ANCRUM WERONICA "00000259973891 YOUNG HOWARD Y M
10 999901 6971 ARCHER WENESHA "D00000255999598 Y OUNG HOWARD Y M
1" 999901 6881 ARGUETA TYVIUS "D00000145964813 | YOUNG HOWARD Y M
12 999901 6880 AYALA TYLER ‘D00000253971921 YOUNG. HOWARD Y F
13 999901 6804 BAILEY JOEY "D00000257952320 YOUNG HOWARD Y M
14 999901 BB692 BANKS TRACY "D00000BE7034643 | YOUNG HOWARD Y M
15 999901 6780 BANKS TYLER "D00000BEI017922 YOUNG HOWARD Y F
16 999901 6683 BANNER TOM "D00000B7 1030862 YOUNG HOWARD Y M
17 999901 6673 BARR TIFFANY "D00000255034133 | YOUNG HOWARD Y F
18 999901 BB68 BATES TIFFANY "D00000402531615 YOUNG. HOWARD Y F
19 999901 6583 BEASLEY TIERNEY "D00000258975900 YEARBY YOLANDA Y M
20 999901 6171 BELL DICK. 'D00000032764449 YEARBY YOLANDA Y M
21 999901 6109 BELL TIANNA "D00000B0SE20424 YEARBY YOLANDA Y M
2 999901 6107 BERMUDEZ THOMAS "D00D00BEE248032 | YEARBY YOLANDA Y M
23 999901 6105 BETHLY TERRY "D00000155064204 YEARBY YOLANDA M
24 999901 6103 BLACK. TERRY "D00D00B0SE6 1450 YEARBY YOLANDA F
25 9999 02 B076 BLACKWELL TERAE "D00000188762751 WOLFE WENDY F
26 9999 02 6075 BORJA TAYLOR ‘0000025299731 WOLFE WENDY M
27 9999 02 B070 BOWMAN HARRY "D00000B7 1017660 WOLFE WENDY M
28 9999 02 6053 BRADFORD TANISHA "D00000BSE058668 WOLFE WENDY M
29 9999 02 6052 BRATCHER TAMMY ‘0000256939465 WOLFE WENDY F
30 9999 02 6048 BRATLIE TAMARA "D00000252977801 WOLFE WENDY F

31 9999 :EIZ 6044 BROOKS. TAKIYA :DDDDDD252919235 WOLFE WENDY M @
EOR oo oo = 5





You can click on the buttons to drop down the selection options.

In this case, click on 03 for the Enrolled Grade
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Scho~ | Enrolled Gra{~] Student [~]Last Name! ~|First Name <] State ID_[~]Teacher Last Nan~] Teacher First Nan[~]EL[~] G:

[@ e Sort Ascending 7828 ADAMS MEDUSA TODD00BEI0B432 YEARBY HOWARD Yo

ggge| o Descendng 7741 ADGER IEUS /000006 12765080 YEARBY HOWARD YoM

e 7725 ALFORD JUAN /0000668097525 | YEARBY HOWARD Y F

99 (Tp 10 7525 ALFREDSON XAVIER 0000042999041 YEAREY HOWARD Y OF

9999 oy 7453 ALl WILLIAM D00000257932614 YEAREY HOWARD YoM

9999 02 7421 ALLEN WESLEY D00000253957873 YEAREY HOWARD YoM

9999 13 7398 ALSOBROOK WALTER D00000257994578 YEAREY HOWARD Y OF
9| 99905 6985 ANCRUM VERONICA 0000025973891 YOUNG HOWARD YoM
10| osque 6971 ARCHER VENESHA 100000255999698  YOUNG HOWARD YoM
= 6831 ARGUETA TYVIUS B00000145964813 YOUNG HOWARD YoM
12| ewdoe 6830 AYALA TYLER bo0000253971921 YOUNG HOWARD Y OF
I 6804 BALEY JOEY Do0000257952320 YOUNG HOWARD YoM
= 1 6592 BANKS TRACY OD00BE7034643 YOUNG HOWARD YoM
15| oasdK 6780 BANKS TYLER DOD000BRA1 7922 YOUNG HOWARD Y OF
16| 999901 6633 BANNER oM 00000B7 1030862 YOUNG HOWARD Y oM
17| 999Dt 6673 BARR TIFFANY 00000255034133 YOUNG HOWARD Y OF
18] 999901 6658 BATES TIFFANY 0000040253161 YOUNG HOWARD Y OF
19| 999901 6583 BEASLEY TIERNEY DO0000258975900 YEAREY YOLANDA YoM
0| g9 6171 BELL DICK 0000003278449 YEAREY YOLANDA YoM
21| g9 6109 BELL TIANNA DOD000BDE20424 YEAREY YOLANDA YoM
2| g9 6107 BERMUDEZ THOMAS DOD000REB248032 YEAREY YOLANDA YoM
23| g9 6105 BETHLY TERRY D00000155064204 YEARE'Y YOLANDA M
24| g9 6103 BLACK TERRY DOD00BDSER1450 YEAREY YOLANDA F
25| 99992 6076 BLACKWELL TERAE 0000018782751 WOLFE WENDY F
26| 99992 6075 BORJA TAYLOR 0000025299731 WOLFE WENDY ]
27| 99992 6070 BOWMAN HARRY D00000B7 1017680 WOLFE WENDY M
28| 99992 6053 BRADFORD TANISHA DOD0DREBOSEEEE WOLFE WENDY M
29| 99992 6052 BRATCHER TAMMY 00000256939485 WOLFE WENDY F
30| 99992 6048 BRATLIE TAMARA 0000025297801 WOLFE WENDY F
31| sowfhe 6044 BROOKS TAKIYA 100000252919235 WOLFE WENDY M
T Tarin oo oennnes ot €= ey i
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Your list is now filtered for 3rd grade students only.
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1 |Scho[~|Enrolled Gra{~|Student [~ |Last Name ~|First Name - State ID_ [~ | Teacher Last Nan|~ | Teacher First Nan[~ |ELI~|G:
46 9999 03 3503 CAZARES BANKS (D000D0BSB030801 WILSON THOMAS F
47 999903 3391 CHANDLER BANKS "D00000B7 1036704 WILSON THOMAS M
48 999903 3383 CHANEY BANNER "D00000259972077 WILSON THOMAS M
43 999903 3375 CHANEY BARR "D00000254910462 WILSON THOMAS F
50 999903 3373 CHAVEL BATES "D00000B 16904963 WILSON THOMAS F
51 999903 3360 CHEBAN BEASLEY "D00000B70053847 WILSON THOMAS M
52 999903 3289 CHRISWELL BELL "D00000258970516 WILSON THOMAS M
53 999903 3192 CISNEROS BELL "D00000258977822 WILSON THOMAS F
54 999903 3190 CLARK. BERMUDEZ "D00000593373773 WILSON THOMAS M
55 999903 3186 CLAUSELL BETHLY "D00000595698707 WILSON THOMAS M
56 999903 3185 COBY BLACK "D00D00BE0016168 WILSON CHERRY M
57 999903 3179 COLE BLACKWELL "D00D00BE7037477 WILSON CHERRY F
58 999903 3164 COLEMAN BORJA "D00000B54056223 WILSON CHERRY F
59 999903 3163 CONDADO BOWMAN "D00D00BEI070629 WILSON CHERRY M
60 999903 3152 CONNER RHENIA "D00000BSB018167 WILSON CHERRY F
61 999903 3149 CORBETT REUBEN "D00000B26133137 WALKER CHERRY M
62 999903 3117 COSTLEY RESHOD "D00000254972768 WALKER CHERRY F
63 999903 3060 COX RESHAD ‘0000032594818 WALKER CHERRY M
B4 999903 3023 CRITTENDEN RENAY "D00000257898451 WALKER CHERRY F
65 999903 3011 DAE REGINALD "D00000B54018457 WHITE CHERRY F
66 999903 2992 DAIGLE RAMON "D00000255992798 WHITE SHERRY F
74 999903 2321 DALEY RACHEL "D00000B70030737 WHITE SHERRY M
68 999903 13184 DAVIS QUINTAYI "D00000254915632 WHITE SHERRY F
2] 999903 1914 DAVIS QUINTON ‘D00000090845967 WHITE SHERRY M
70 999903 2167 DAVIS QUIRTINA ‘D00000252990145 WHITE SHERRY M
7 999903 12971 DAVY. QUAVIAL "D00000260974032 WHITE SHERRY M
72 999903 12802 DAWKINS PAULINO "D00000122862665 WHITE SHERRY F
73 999903 12753 DENNIS PAIGE "D00000391152294 WHITE SHERRY F
74 999903 12605 DICKET OMAR "D00000BS5094101 WHITE SHERRY F
75 999903 12553 DIGGS OLIVIA ‘DO0000253930525 WHITE SHERICKA M :
W Wi\ Sheet1 { Shesta { Sheets / < | s
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Complex Filter

You can filter within filters.

Now that you have 3rd grade only, filter for free lunch.

To Remove Filters

Data ( Filter ( Autofilter to remove the checkmark and all filters on worksheet.
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Scho~| Enrolled Gra(~ | Student [~]Last Name ~First Name Teacher Last Nan[~] Teacher First Nan[~ | EL(~] G:
[CEm 7626 ADAMS MEDUSA 000000BB3098432 YEARBY HOWARD Y
5999 01 7741 ADGER IEUS (0000012765080 YEAREY HOWARD YoM
9999 01 7725 ALFORD JUAN 000000BBS7525 | YEAREY HOWARD Yo
9999 01 7525 ALFREDSON XAVIER 000000429990041 YEAREY HOWARD voF
9999 01 7453 ALl WILLIAM 000000257932614 YEAREY HOWARD YoM
9999 01 7421 ALLEN WESLEY 000000253967873 | YEAREY HOWARD YoM
9999 01 7398 ALSOBROOK WALTER 000000257994578 | YEAREY HOWARD v
9| 999501 6986 ANCRUM VERONICA 000000259973891 | YOUNG HOWARD YoM
10| 9999 01 6971 ARCHER VENESHA 000000255999598 | YOUNG HOWARD YoM
11| 9999 01 6881 ARGUETA TYVIUS 000000145964813 | YOUNG HOWARD YoM
12| 999901 6BE0 AYALA TYLER 000000253971921 | YOUNG HOWARD v
13| 999901 6804 BAILEY JOEY 000000257962320 | YOUNG HOWARD YoM
14| 9999 01 6692 BANKS TRACY 0000007034643 | YOUNG HOWARD YoM
15| 9999 01 6780 BANKS TYLER 000000BEI017922 | YOUNG HOWARD v
16| 999901 6683 BANNER TOM 000000671030862 | YOUNG HOWARD YoM
17| 999901 6673 BARR TIFFANY 0000025503413 | YOUNG HOWARD Yo
18| 9999 01 6BEB BATES TIFFANY 000000402531615 | YOUNG HOWARD voF
19| 9999 01 6583 BEASLEY TIERNEY 000000258975900 YEAREY YOLANDA YoM
20| 999901 6171 BELL DICK 000000032784449 YEAREY YOLANDA YoM
21| 999901 6109 BELL TIANNA 000000B0SE20424 YEAREY YOLANDA YoM
22| 99wt 6107 BERMUDEZ THOMAS 000000BE248032 YEAREY YOLANDA YoM
23| 9901 6105 BETHLY TERRY 000000155064204 YEAREY YOLANDA M
24| 999901 6103 BLACK TERRY 000000BOSBE1450 YEAREY YOLANDA F
25| 999902 6076 BLACKWELL TERAE 000000186782751 WOLFE WENDY F
26| 999902 6075 BORJA TAYLOR 000000252997731 WOLFE WENDY M
27| 9902 6070 BOWMAN HARRY 00000071017680 WOLFE WENDY M
28| 999902 6053 BRADFORD TANISHA 000000BSE058688 WOLFE WENDY M
29| 999902 6052 BRATCHER TAMMY 000000256939485 WOLFE WENDY F
30| 999902 6048 BRATLIE TAMARA 000000252977801 WOLFE WENDY F
31 999902 6044 BROOKS TAKIYA 000000252919235 WOLFE WENDY M
e S e Tain o e i s





Using Subtotals
Click on any cell in your worksheet.

We will count the students in each grade.


Click Data ( Sort


“Sort By” – click the drop-down box and select Enrolled Grade

Make sure “Header Row” is selected

Click OK

Data ( Subtotals

Fill in the fields as noted below
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Click <OK>
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© 3| sl 7781 ADGER Zeus. 7000000612765080 | YEARBY HOwARD YoM Bk
o e sl 7725 ALFORD. uan 7000000885037525  YEAREY HOwARD v Black.
© 5| s’ 7525 ALFREDSON RavER 70000008299300¢1  YEARBY HOwARD v F Black. v
< 6| s’ 7453 A0 iLLAM To00000257332514 | YEARBY HOwARD YoM Bk
© 7| sl 7421 ALLEN ESLEY 7000000253957573 | YEARBY HOwARD YoM Bk
< e sl 7338 ALSOBRODK WALTER 7000000257934578 | YEARBY HOwARD v Black. v
o 9| ssssor 598 ANCRUM. VERONICA, To00000259973891  YOUNG: HOWARD. YoM Black
« Dol sessln 697 ARCHER VENESHA Tonoooozssssssse [roune iovARD YoM ek
< i s’ 5351 ARGUETA Trvus To00000145984813  YOUNG: 'Howaro Y M |AsisnorPacifolslander
< | s’ 5880 AYALA TreR To00000253971821 | YOUNG HOwARD v sian or Pacifo stander
< | s’ 5804 BALEY JoEY. 7000000257952320 | YOUNG HOwARD Y M |AsianorPacifolslander
< ]| s’ 8632 BANKS TRACY 7000000687034843 | YOUNG HOwARD Y M |AsianorPacifolslander
© | s’ 5750 BANKS TreR "h0000088507322 | YOUNG HOwARD v sian or Pacifo stander
- | s’ 5653 BANNER Tom 7h00000671030862 | YOUNG HOwARD Y M |AsianorPacifolslander
© | s’ 8572 BARR TRFANY 7000000255034133 | YOUNG HOwARD v sian or Pacifo stander
< s s’ 8668 BATES TIFFANY 7000000402535 YOUNG HOwARD v F sian or Pacifo stander
< | s’ 5583 BEASLEY. TIERNEY 7h00000256375300  YEARBY YoLanDA Y M |AsianorPacifolslander
-« o] s’ si71 BELL ok To00000032764443 YEARBY YoLanDa Y M |AsianorPacifolslander
< o] s’ 5108 BELL TIANNA 7000000608820424  YEAREY YoLanDa Y M |AsianorPacifolslander
- 22| sl 5107 BERMUDEZ THOMAS Th000008s6248032 | YEARBY YoLanDa Y M |AsianorPacifolslander
23| s’ 5105 BETHLY. TeRRY Th00000155084204 | YEAREY YoLanDa M| Americanindian or Alaskan Native
- o8| sl 5103 BLACK TeRRY 7000000605881450  YEARBY YoLanDa F Amerioan ndan or Alaskan Native
o] sl 5078 BLACKWELL TeRAE "o00000188762751 | WOLFE. ENDY F Black.
-« or| s’ 5075 BORA TavLOR 7000000252957731 | WOLFE. ENDY M Blok
o] s’ 5070 BOWMAN HARRY 70000006710175650 | WOLFE. ENDY M Blok
23| s’ 5053 BRADFORD TaNISHA 7000000656058553 | WOLFE. ENDY M Blok v
-« a| s’ 5052 BRATCHER TaMMY 7000000256333485 | WOLFE. ENDY F Black.
© ar| s’ 5048 BRATLE TAMARA "000000252977501 | WOLFE. ENDY F Black.
-« a2 s’ 5084 BRODKS TakivA 7000000252913235 | WOLFE. ENDY M Blok
3| s’ 5045 BRODKS TaLA "000000252953356 | WOLFE. ENDY F Black.
- as| s’ 5033 BROWN sTEVEN 70000002563%6174 | WOLFE. ENDY M Blok
35| s’ 5033 BROWN svom 7000000256970795  WOLFE. ENDY M Blok
3| s’ 5082 BROWN SYNETHIA, 7000000887037523 | WOLFE. ENDY F Black.
- ar| s’ 5735 BROWRE STERHON 7000000855053815 | WOLFE. ENDY M Blok
- a| s’ 5765 BROVNING STEPHANE 7000000671039585 | WOLFE. ENDY M Blok
- an| s’ 5744 BUREY sLas 7000000256335403 | WOLFE. ENDY F Black.
-« a| s’ 5405 CADENA SHMER. 7000000613363082 | WOLFE. ENDY M Blok
= et | sassne 5733 CADENA ElTe) "000000533334683 | WOLFE. WENDY M Elsck. [ |
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Importing data from other sources

You can import to Excel from any .txt file.
Open Excel. 

Use the drop-down box for “Files of Type” and select “All Files”.
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Navigate to the location of your file and open it. Leave “Fixed Width” selected.

Click <NEXT>
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Click and drag the arrows to make room for your data in each column.
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Click <NEXT>

Click <FINISH>

Clean up and delete rows as needed.

Select All Button





Use the minus sign to collapse each group.





Group:


1 – Grand Total Only


2 – Subtotals Only


3 – Detail + Subtotals + Grand Total
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