Simple search in Excel

This example extracts all the Cadbury workers in the file
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 in the “Occupational category” column to get the list of Occupational categories
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	Excel will drop down the list of all the categories in this field

( Click on Cadbury worker 
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	Excel will extract all the people in the datafile who worked for Cadbury 
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1] 10 2 Myrle Cottages  Ann Knight Stepsister _ Single 27 Femals Cadbury worker
22| 21 Rose Cottage George  Cooper  Son Single 20 Male  Cadbury worker
23| 22 Rose Cottage Violst __ Cooper  Daughter  Single 18 FemaléCadbury worker
24| 23 Rose Cottage [Clara_ICooper  Daughter  Single 20 Fernale Cadbury worker
25| 24 Rose Cottage Norma _ Cooper  Daughter  Single 15 Femal Cadbury worker
29| 28 Street View Walter Keay Head Married 30 Male  Cadbury worker
34| 33 Yew Tree Cottage  Thomas  Pardoe Son Single 23 Male  Cadbury worker
35| 34 YewTree Cottage Besty  Andrews Lodger Single 21 Femals Cadbury worker
43| 42 1 Stirchley Tenace  Ada Hook Daughter  Single 16 Femals Cadbury worker
B3| B2 4 Stirchley Terrace  Elisa Gallian Daughter Single 14 Female Cadbury worker
B7| 66 Rosemary Cottage Alice Latherthwait Daughter  Single 22 Femals Cadbury worker






	To get back to the full datafile
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 to get back the list of Occupational categories 

( Click on All 
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Remember, you can search on more than one field at a time

Custom search in Excel

Use this if you will want to make a search with more complicated criteria. e.g. “Find all the children of school age” (older then 4, younger then 12)
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 in the “Age” column 

	Excel will drop down the list of all the categories in this field

( Click on (Custom…) 
	

	Excel will add this dialogue box to the screen
	[image: image8.png]Shaw raws uhere:
Age

o =0

[ =T
Use 7t represent any single character
Use * to represent any seris of characters






	( Click on [image: image9.png]


 in the “Age equals” section to get a range of conditions 
( Choose is greater than from the list of conditions
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	( Select the text box to the right and type in 4. Your dialogue box should look like this:
	[image: image11.png]Shaw raws uhere:
Age

[ rter than =R

Gl Clor
[ N

Use 7 to represent any single cheracter

Use * to represent any series of characters






	( Repeat this for the lower boxes, selecting is less than and 12. Your search box should look like this:
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	(
Click on OK when you have finished


Remember, you can custom search on more than one field at a time
