DATA CLEANING IN 10 MINUTES

9 Hi-res PDF, Video & Practice File: https://bit.ly/data-cleaning-10

o Trim Extra Spaces: Avoid formula errors caused by rogue spaces

Identify & Remove Duplicates: Avoid wrong analysis
~TRIM(D6) %= == _

How?

?
1. Select the column with duplicate data > Home tab > Conditional A B c D S~_E F

Formatting > High“ght Cell Rules > DUpIicate Values 3 Date ||[1| Mame |Regi"_|n| Trimmed Name 1. Insert a new column
i i i 4 1/31/2021 0:00 |1 |John Smith Morth 'y John Smith . . . .
2. Assess the highlighted duplicate values | Dofan/001 000 2 Trome ooe o \HEHE o 2. Use Trim function on the original data
3. Data tab > Remove Duplicates > Delete duplicate values 6 | |a/30/20210:00 |2 |Anna Belle |South [Anna Belle _ | et 4 -
7 | |5/31/20210:00 |4 |ChrisP. Bazl:rbn, East | Chris P. Bacon ° . a_Ste asva ugs the trimme ata to the

1. Identify duplicates 8 | |6/30/20210:00 |5 |peter Parker Peter Parker original data. (Microsoft 365 users can use

. 9 | |7/31/20210:00 |6 |Marylane  |West |MaryJlane CTRL + SHIFT + V to preserve formatting)

| I[1| Mame Product ||:Il_uantit',f| Price Per Unit % ﬂ 10| |8/21/20210:00 |7 |Bruce Wayne |South |Bruce Wayne

1/31/20210:00 |1 |John Smith Magic Wand 10 520.00 ) )
2/28/20210:00 |2 |ane Doe Unicorn Horm s $10.00 Q TRIM Masterclass: https://bit.ly/fntrim
4/30/20210:00 |3 Anna Belle |Fairy Dust 25 510.00 © ©
5/31/20210:00 |4 |Chris P. Bacon |Bacon Scented Candle 30 516.67 .
6/30/20210:00 |5 Peter Parker Web Shooter 0 inf Fill Blank Cells: prevent unforeseen analysis disruptions
7/31/20210:00 |6 |MaryJlane Potent Potion 35 510.00
8/31/20210:00 7_|Bruce Wayne Ba_t signal 40 $15.00 Date |I[1| Mame |Regicm| Product
4/30/20210:00 |3 Aana Belle |Fairy Dust 25 510.00 1/31/20210:00 |1 |John Smith North | Magic Wand
5/31/20210:00 |4 ChrisP.Bacon Bacon Scented Candle 30 $1E-._ﬁﬁ|\ 2/28/20210:00 |2 |Jane Doe Fat  |Unicormn Horn How?
6/30/20210:00 |5 |Peter Parker |Web Shooter 1] inf \ 4/30/20210:00 |3 |Anna Belle South |Fairy Dust
2 Arrive at duplicate—free data \ 5/31/20210:00 |4 |Chris P. Bacon |[East | Bacon Scented Candle 1. Select the column with blanks: Home > Find

: P 1 6/30/20210:00 |5 |Peter Parker Web Shooter & Select > Go To Special > Blanks (or CTRL+Q)

[ID|  Name Product | Quantity | Price Per unit [l ;ﬁ:ﬂiﬂiigﬁ ? ::ilﬁ:: - :;ii; :Z::t:;c:tmn 2. Fill in a placeholder: e.g., TBA > Press

1/31/20210:00 |1 JohnSmith |Magic Wand 10 s2000 1 : Y BT CTRL+ENTER
2/28/20210:00 |2 |1ane Doe Unicorn Horm s $10.00 / 2/28/2022 0:00 |8 |Bruce Banner Gamma Radiation Serum
4/30/20210:00 |3 |Anna Belle |Fairy Dust 25 510-?" \g |ID] Name |Region| Product
5/31/20210:00 |4 |Chris P. Bacon |Bacon Scented Candle 30 516. . L . - -

: d Automate Data Cleanlng! ~ e 1/31/2021 0:00 |1 |[lohn Smith Morth |Magic Wand
6/30/20210:00 |5 |Peter Parker |Web Shooter 1] inf L T —— 2/28/2021 0:00 |2 |Jane Doe East Unicorn Horn
7/31/20210:00 |6 |Marylane Potent Potion 35 510.00 ENRULL 4/30/20210:00 |3 | Anna Belle South |Fairy Dust
§/31/20210:00 |7 |Bruce Wayne |Bat Signal 40 515.00 POWER QU ERY 5/31/2021 0:00 |4 |Chris P. Bacon |East Bacon Scented Candle

/° - NUW' 6/30/20210:00 |5 |Peter Parker |[TBA | Web Shooter
COURSE ! é ) 7/31/2021 0:00 |6 |Mary Jane West |Potent Potion
Automate BORING Tasks http://b't'ly/ 8/31/20210:00 |7 |Bruce Wayne |South | Bat Signal
Use Appropriate Number Formats Minimi | moth-courses 2/28/2022 0:00 |8 |Bruce Banner |TBA Gamma Radiation Serum
« Minimize clutter
Best Practices . .
_ Handle Errors with IFERROR: Avoid messy errors
1. Use “Short Date format” if time component is not required
2. Avoid Currency format - Use “Number” or “General” formats to How? ~[@Quantity]*[@[Price Per Unit]] %~.
Y . oy
declutter currency symbol from each row of your data A C D NE F
1. Select data > CTRL+T to insert
3. CTRL+1 > Select “Number” format > Check “Use 1000 Separator” . 3
table (Optional step - enables 2| 1/31/20210:00 |Magic Wand 10 0.00|  £200.00
4. Use the currency symbol in the column headers -to- : aglc 7an < :
y sy eafsy to-read structured 5 | |6/30/20210:00 |Web Shooter 0 inf| #VALUE!
references) 6 | |7/31/20210:00 |Potent Potion 35 $10.00,  $350.00
7 | |8/31/20210:00 |Bat Signal 40 inf| #VALUE!
Date | Product |l1uantit-,r| Price Per Llnit| Sales 2. Wrap your formula in the 8 | |2/28/20220:00 |Unicorn Horn 30 $36.67| $1,100.10

1/31/2021 0:00 | Magic Wand 10 $20.00 $200.00 IFERROR function to avoid
6/30/2021 0:00 'Web Shooter 0 inf error message When dealing =IFERRDRI: [@Quantity]*[@[PPice Par Uﬂit]], ....} 4..,\ @
7/31/2021 0:00 Potent Potion 35 510.00| $350.00 with missing or non-numeric -
8/31/2021 0:00 Bat Signal a0 inf values such as ”inf" A B C D E ; F
2/28/2022 0:00 |Unicorn Horn a0 $36.67| 51,100.10, 3 Product
‘x 4 1/31/2021 0:00 Magic Wand 10 SEEI'DU 5200.00
N | Product |l1uantit-,-'| Price Per Unit $| Sales § 5 6/30/2021 0:00 |\Web Shooter 0
N i X 6 7/31/2021 0:00 Potent Poti 35 510.00| 5350.00
~ Sy 1/31/2021 Magic Wand 10 20.00] 200.00 “ IFERROR Masterclass: https://bit.ly/iferrorfn il del : :
O - 6/30/2021 |Web Shooter 0 inf P Y 7 | |8/31/2021 0:00 Bat Signal 40 inf
7/31/2021 |Potent Potion 35 10.00  350.00 8 2/28/2022 0:00 |Unicorn Horn 30 536.67| 51,100.10
8/31/2021 Bat Signal 40 inf
2/28/2022 |Unicorn Horn 30 36.67| 1,100.10,
Run a Spell Check: speling engish wnited states 7 X
Mot in Dictionary:
. ) Excelent lgnaore Onece
e Find & Replace: Rreplace unwanted values in one-go Date | Name | Rating
y | : : : 1/31/2021 John Smith  |Good Ignore All
Product Price Per Unit | B >
v——— oo | Find and Replace o X . 2 2/28/2021 |Jane Doe Excelent Add to Dictionary
agic Wan . | e A ‘ 4/30/2021 |Anna Belle Poor Suggestions:
e o N = 5/31/2021 Chris P. Bacon |Average et —____________| crange
Fairy Dust 10. | Find what: 'inf || ; - 1 6/30/2021 Peter Parker |Good ’ ~
Bacon Scented Candle \16._5-? hﬂgpﬁc’!’uyﬁh: ml | b ! . - i 7/31/2021 Mary Jane Excelent y Change All
Web Shooter < - e 8/31/2021 |Bruce Wayne Panr“'q‘_
Potent Potion Options » > = AutoCorrect
Pt . 12/28/2022 |Bruce Banner |Average
Bat Signal % = Lo L Dictionary language: ([{Z0[ENNE: e
Gamma Radiation Serum Replace Find All Eind Mext Close ] " ‘S"Imp/J/ Options T pe—

-

*,5: yOnlineTrainingHub

© Copyright 2025

, Mynda Treacy
: m Follow me for tips and tutorials

TEACHING YOU SKILLS



https://bit.ly/data-cleaning-10
https://www.linkedin.com/in/myndatreacy/
https://www.linkedin.com/in/myndatreacy/
https://bit.ly/fntrim
https://bit.ly/moth-courses
https://bit.ly/moth-courses
https://www.myonlinetraininghub.com/

	Slide 1

