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Roadmap 

• What is a well-built list? 
• Essential List Tools 
• Beyond Basic List Tools 
• Imported Lists 



What is a well-built list? 

• Column Titles 
• One row-one record 
• No completely blank rows 
• No completely blank columns 
• Consistent data types 



What if my list isn’t ideal? 

• Delete blanks, but TEST! 
• Alternatives to blank rows and columns 
• Quick fixes to multiline data 
• Copy/Paste Transpose 

Ctrl A 



Sort 

• Basic Sort 
• By color 
• By custom list 

Alt D S 



Filter 

• Basic Filter 
• By color 
• “Or” criteria 
• “And” criteria 

Ctrl Shift L 



Subtotal 

• What did you sort by? 
• What kind of math? 
• What do you want to 

do the math to? 



Beyond Sort/Filter/Subtotal 

• Advanced Filter 
• DFunctions 



Data Import & Clean Up 

• Data Text-to-Columns 
• Text Functions 
• Remove Duplicates 
• Number Formatting 
• Date Formatting 



• Have a question for the speaker? Press 
“star” and then “1” on your phone to 
enter the queue.    
 

• If, during the Q&A, your question has 
been answered, or you wish to remove 
yourself from the queue, press “star” 
and then “1”. 
 

• The moderator will open your line 
when it is your turn to speak. 
 

• For more information regarding Business 
Management Daily’s newsletters, forums, webinars 
and special reports, visit:  
www.BusinessManagementDaily.com 

 
• We’d love your feedback regarding the conference 

and other topics you’d like to hear about! Contact 
Josh Strohecker at: 
jstrohecker@BusinessManagementDaily.com 

 

 Thank you for Participating! 
 

Question & Answer Session 

http://www.businessmanagementdaily.com/
mailto:jstrohecker@BusinessManagementDaily.com


Thank You! 
After the program: 

melissa@esquibel.me 
MelissaEMCT.com/contact 
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