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Left, Right, Mid

- Take part of a cell and isolate it

. Uses:
- Separate Dates, UID+Name, First+Last Name

. =Part of cell(which cell, number of characters)
=LEFT(B2,9)
=RIGHT(B2,6)
=MID(B211,5)
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Left, Right, Mid

Excel & Sheets

« =LEFT(cell B2 first 9 characters)
« =RIGHT(cell B2, last six characters)
« =MID(cell B2, start at character 11,

Examples: admission tab, column J

=LEFT(B2,9) =RIGHT(82,6)
8 < B
Student LEFT Student
6 100485738 Bingo Heeler 100485736 5 100485738 Bingo Heeler
=MID(B2,11,5) FINANCIAL AID
[ £ ON BROADWAY
Student MID
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i 100485738 Bingo Heeler Bingo |

JASFAA SPRING 2026

Match

. Find cells that match, or don't
- =MATCH(this cell, this cell, 0 or false for exact
match)

-MATCH(E3,€3,0)

B < )

Row Labels -
a74o6a276  e0e25 7| wNe |
465342249 532846667 ANJA
45763576 485783576 1
47636789 4653422497 ENJA
948576467 3749682767 #NJA
Grand Total ON BROADWAY
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Round

- Round up to a certain number of digits or
whole number
. =ROUND(this cell, this number of digits)

=ROUND(C2,2)
B C D
2= hundredths place  4356.34 435634
1= tenths place 435634 43563
0=wholenumber 435634 4356
-1 = tens place 43534 4360 FINANCIAL AID

ON BROADWAY

-2= hundreds place  4356.34 4400
-3 = thousands place  4356.34 4000
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Today

~WORKDAY(TODAY() , 38)

) E

Date to Calculate by:
5/22/2026]: < business days

=TODAY()+30
) E
Date to Caleulate by:
5| 5/12/2028]: <calendar days
=EF(C4="","", TODAY() +30)
D E .

Date to Calculate by: o
FINANCIAL AID
lectoteave bianks O SGADA
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Bring Data from another cell,tab, or sheet

B2 vl I ='Left Right Mid'!B2
A B

1 R2T4 Lo,
2 |To bring in data from another |100485738 Bingo Heeler )

3 'sheet, ='Left Right Mid" B3 100483766 Bluey Heeler
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Data Validation

- Let's you control what users can enter in a cell
- Helps prevent errors
- Keeps data consistent
- Guides users with rules and messages
- Common types

- Drop down

- Number limits

- Date limits

- Text Rules

- Custom Formulas

FINANCIAL AD
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Dropdown (Yes/No)

) Data tab Settingt  Input Message  Eror Alert
. > Data Validation =

- e 8
- > Settings: o
Allow: List for

8 in-ceil dropdown
e, o £

Source: type in Yes, No
Legacy

Yes Suear &t ok | conan
No
Yes

E:" Admission tab, column P

FINANCIAL AiD
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Dropdown (from a Table)

. Data tab Formulas Data Review \

. > Data Validation - L%t N 0o

> Settmgs ,::jg:j:re Data Validation %
Allow: List !
Source: select

Settings  input Message  Error Alert
Validstion citeris
aliow:

Pharmacy
e B ignore piane

| In<el dropdonn
your table i Bine

i ~

t | souee

Y =5i28514 [

!

!

i

___________ - (] Apgly these changes to all other celis with the same settings
Clesran (ot ] conce
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Paste validation without breaking it

B % cw
| Doy -

| < o painier

Paste.

GES |
& BB
v

5| Other Paste Options. e
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Lock validated cells & protect the sheet
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-
e
-
-

w1 | microsoft Excel
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Custom Error Messages

- Add directions to a cell
- Helps when you only use a few times a year
- Input Message = :

o3 Data Vaitation
Yos

x
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Concat, Concatenate

- Merge parts of two or more cells together in another
cell
. Can add other text, characters, and numbers

02 ~ | Jio =CONCAT(A2:€2)

A [ < D

1 |StudentID FirstName LastName Unique Identifier [CONCA
2 |100485738 Heeler Bingo 100485738HeelerBingo 1L b Ew;w‘?;

3 100483766 Heeler Bluey 100483766 HeelerBluey © 100470 Cae

4/21/2026

] “|i fi | ~CONCATENATE(A3, B3,C3)
A 8 c ] £ .
1 'StudentID FirstName LastName Unique Identifier [CONCAT] Unique Identifier [CONCATENATE] | ON BROADWAY
2 100485738 Heeler  Bingo  100485738HeelerBingo $SPILLY !
3 IlONaBRTSE Heeler Bluey 100483766 HeelerBluey 100483766 HeelerBluey l
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Concatenate

. Examples: Dates, Names, Unique IDs (ACTS reporting)

=CONCATENATE',JZ .): This would put the information from cells l, 12, and . and squeeze them together
into a new cell
=CONCATENATE',”/ /”,.): This would put the information from cells l, 12, and . and squeeze them
together into a new cell with slashes between those elements.

| J K L M N
Month Day Year |
I 12| 25|  2023|=CONCATENATE(2,"/",)
| J K L
Month  Day Year Date
12 25 2023 12/25/2023

/K2

FINANCIAL AiD
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Concatenate

Merge parts of two cells together in another cell
Can add other text, characters, and numbers

=CONCATENATE(12,J2,K2): This would put the information from cells 12, J2, and K2 and squeeze them together
into a new cell

=CONCATENATE(I2,”/”,2,”/”,K2): This would put the information from cells 12, J2, and K2 and squeeze them
together into a new cell with slashes between those elements.
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Workbook

FINANCIAL AD
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Vlookup

- Find something in another sheet or workbook,
and return that value or another one
- Needs to have a common value
- If returning another related value, has to be
formatted correctly (all related data on same rows)

=VLOOKUP(A2, ' Left Right Mid'!A:B,2,0)

FINANCIAL AiD
ON BROADWAY

SSN |Student |LEFT ___ |Right |MID___[Lega
[+8578357A 100485738 Bingo Heeler __ 100485738 Heeler Bingo

Yes
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Vlookup

- Vlookup(find this, in here, return the value in

this number of columns, false or zero for exact
match)

=VLOOKUP(A2, 'Left Right Mid'!A:B,2,0)

[ vt i~ =VLOOKUP(AZ
A 8 <
SSN_[Swdemt |
2 [4e57357A[100485728 Bingo Heelor |
3 uasse
& arsouszn

ON BROADWAY
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6 9485TAAT
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IF, And, Or

Jx =IF(F2="yes","Yes","No")

b E : G H
st_|First |FAFSA |Supplemental Grant [Verification |
eler Bingo Yes 1,000[¥es )
sler Blugy No 2,000
weler Chill Yes 4,000

[[-1F(anD(Fa="Yes~, H2="ves") , 500, "")]

c 0 E F G H
| |Last _[First |Farsa [Legacy lverificati
coler 100485738 Heeler Bingo [Yes _Ives IYes =vesyso0) |

( -If (MiD(G2="Yes",

FINANCIAL AD

< o fogicalz]
uiD |Last [First [FAFSA|Legacy

it Grant ON BROADWAY
eler 100485738 Heeler Bingo [Yes |Yes  |Yes I=vesw)) 20007 |
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Pivot Tables

- Summarize, analyze, and reorganize large
amounts of data quickly without changing the
original data

- ldeal for reporting, totals, and trend analysis
- Summarize data
- Group data (category, date, department)
- Compare values across different fields
- Spot trends and patterns quickly
- Create reports without writing formulas

FINANCIAL AiD
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Pivot Tables

- Four areas

Drag fields between aress below:

- Rows e i
- Columns
- Values
- Filters
- Common Calculations = - e
- Sum Count of Supplemental..~
- Count
- Average FINANCIAL AiD
. Min/Max ON BROADWAY

Defer Layout Update
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Pivot Tables

- Key Features
- Drag & Drop
- Refresh to update data when source data changes
- Sort and filter data
- Group by dates (month, quarter, year)
- Quick formatting with built in styles
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Pivot Tables

- Important
- Pivot Tables do not update automatically
- Source data
cannot have blank rows
- columns must have headers
- Summarize data but do not replace detailed records

FINANCIAL AiD
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Pivot Tables

- Select top left cell -~ ==
- Insert
- Pivot Table ——

.- From Table/Range

sasysise +

s ear the FeotTable o be placed

ON BROADWAY
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Pivot Tables
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Thank you!

Sarah Freestone

Drake University
sarah.freestone@drake.edu

Renae Armentrout
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Coe College
rarmentrout@coe.edu

JASFAA SPRING 2026

29

10



