Microsoft Excel — Data Management
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There are several key functions for handling d{ — " * s S
in Excel.
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A window will appear from which you must [= s
set:
e Ateach change in Rl
this should be the same as the top level of sostingchose (ie: City).
e Use function
If you want to total up salaries or quantities, tbét to “Sum.” If you
want to count the number of people in a town, ced&ount.”
e Add subtotal to
Here you would check off the columns you want tplgphe above
function to. You can select multiple columns.
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To remove the subtotals, simply repeat the menicetand click the = e
“Remove All" button from the Subtotal window. T it T
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