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What is a well-built list?

* Column Titles
* One row-one record

* No completely blank rows

* No completely blank columns
* Consistent data types
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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
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Sort

* Basic Sort
* By color ’ ’
* By custom list
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* Basic Filter

* By color

A
IIO 1)) . . 2l sotAtoz ls 3 -
¢ r Crlterla 2} somztoa S - S 600
sort by Color » | S 1,123.20 S
“ dn . . g | 5 -5 -
s | LIea e
* “And” criteria B s ¢ 1560
yiter by L-olar < - < QI
Text Filters 3 Equals...
|SEar|:h Does Mot Equal...
-] (Select All) Begins With...
|| ALFKI < O ﬁ Ends With...
-] ANATR
] AMTOM Contgins...
-l AROUT Does Mot Contain...
--[#|BERGS
.....ELAL.IS AN .> Custom Filter...
----.EDLID $ $
~[+|BONAP il : :
Mo s s
| ok || cance | 0 P,




Subtotal

-

Subtotal -2

At each change in:

* What did you sort by? =>| customer
* What kind of math? — F—
Add subtotal to:
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Beyond Sort/Filter/Subtotal

* Advanced Filter

* DFunctions
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10 | Alice Mutton ANTOM 5 - 5 702.00 | 5 - 5 5/27/2012
11 Boston Crab Meat ANTOM 5 - 5 165.60 | 5 - 5 6/10/2012
12 lpoh Coffee ANTOM 5 - 5 586.50 | § - 5 9/6/2012
15 |Sasguatch Ale ANTOM 5 - 5 560.00 | 5 - 5 12/4/2012
21 Boston Crab Meat BERGS 5 - 5 920,00 | § - 5 5/26/2012
20 _Ipl:}h Coffee BERGS 5 - 5 2,760.00 | 5 - 5 9/7/ 2012.




Data Import & Clean Up

e Data Text-to-Columns
* Text Functions
 Remove Duplicates

* Number Formatting

* Date Formatting
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Question & Answer Session

Have a question for the speaker? Press «  For more information regarding Business
star” and then “1” on your phone to Management Daily’s newsletters, forums, webinars

enter the queue. and special reports, visit:
www.BusinessManagementDaily.com

If, during the Q&A, your question has

been answered, or you wish to remove
yourself from the queue, press “star” °* We'd love your feedback regarding the conference

and then “1”. and other topics you’d like to hear about! Contact
Josh Strohecker at:
istrohecker@BusinessManagementDaily.com

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

Thank you for Participating!



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

Thank You!

After the program:
melissa@esquibel.me
MelissaEMCT.com/contact
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