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CE Direct Certification and DC Students POS Lists

This unit includes step-by-step
instructions on:

How to combine CE Direct
Certification and DC students POS
lists and find new matches using
conditional formatting in Excel




Make a copy of CE Direct Certification Match List
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Create an Excel Spreadsheet

A B \ D \ E | F | & H T 00 5E O TE N 0 T =
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2 |0016234567 Doe Bob 12/12/1900 111 Main Anywhere Texas 12345 F 12345 0001 09 09999
3 10016234567 Doe Jane 12/12/1900 112 Main Anywhere Texas 12345 F 12345 0001 11 09999
4 0016234567 Doe Bob 12/12/1900 113 Main Anywhere Texas 12345 M 12345 0001 12 09999
5 10016234567 Doe Jane 12/12/1900 114 Main Anywhere Texas 12345 F 12345 0001 12 09999
6 (0016234567 Doe Jane 12/12/1900 115 Main Anywhere Texas 12345 F 12345 0001 09 09999
7 10016234567 Doe Bob 12/12/1900 116 Main Anywhere Texas 12345 M 12345 0001 09 09999
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Step Two

Create an Excel spreadsheet with names of
all DC, free and reduced-price students

from POS

Order your columns:

A.

Mmoo w

TEA Unique ID (can be blank)

Last Name
First Name
Date of Birth
Address (can be blank)
City (can be blank)

prmozzrA-Tx

State (Can be blank)

Zip (can be blank)
Gender (can be blank)

CE ID (can be blank)

Site ID (can be blank)

Grade (can be blank)

Claimed and Certifiable Column (blank)

Program (blank)

Meal Code (can be blank)

EDG# (can be blank)



Copy and Paste Students POS Lists
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Step Three w Insert Page Layout Forn
* Copy the students’ data from POS % cut — P
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* Shortcut Keys:

* Pressing CTRL + A keys will
select all

* CTRL + C will copy

* CTRL + V will paste




Convert Spreadsheet to a Table

Step Four:

Click any cell within

PivotTable Recommended Table
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. E4 7 §3 350-8210 Et Road Leeannsville, Texas 79123-4567
Click on the Insert tab
.
Click on Table to open
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1 |StudentID Name Name DOB Address Gender CEI
Selects a” CE”S for the 2 |16830801-1608 Acevedo Kemy  02/03/02 Ap#aes-SiF )
illsﬁsmu—sus Blake  Abraham '03/23/g2, 8857 Nibh M
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2 |16830918-0567 Fields  Tucker 07/24/01 Ap#974-4(M c
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22 |16870518-0522 Bryan  Eaton  02/04/04 9452 LacusM ‘09999 ‘Doa1 c
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&l Tours Sparklines
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EDG # ity Date
091872999 8/1/2017
'020284999 8/1/2017
'021634399 8/1/2017
'060815999 8/1/2017
'091497399 8/1/2017
'091526999 8/1/2017
‘082612499 8/1/2017
'062342399 8/1/2017
'060632999 8/1/2017
'030243499 8/1/2017
'041766699 8/1/2017
'011643099 8/1/2017
'030792399 8/1/2017
"123036999 8/1/2017
'032871099 8/1/2017
"072265499 8/1/2017
"071523699 8/1/2017
"112838099 8/1/2017
121114299 8/1/2017
'010323499 8/1/2017
"031255599 8/1/2017
-




Insert a column and enter a new formula

Step Five
Insert a column after the
Date of Birth column
* Right-click column D
* Selectinsert

Step Six
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E1 - £ | Address cut
A I D 53 Copy
que ID a a e 3 e Date ot B Addre d
1 =, Paste Options:
2 0016234567 Doe Bob 12/12/1900
3 0016234567 Doe Jane 12/12/1900 Paste Special...
4 0016234567 Doe Bob 12/12/1900
5 10016234567 Doe Jane 12/12/1900
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7 10016234567 Doe Bob 12/12/1900 Clear Contents
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3 0016234567 Doe Jane 12/12/1900 112 Main Anywhere Texas
t h e new COl umn 4 0016234567 Doe Bob 12/12/1900 113Main  Anywhere  Texas
5 0016234567 Doe Jane 12/12/1900 114 Main Anywhere Texas
° . 6 0016234567 Doe Jane 12/12/1900 115 Main Anywhere  Texas
E nte r th e fo r m u Ia * 77_}:0016234567 Doe Bob 12/12/1900 116 Main Anywhere Texas
| D Bob 12/12/1900 117 Main Anvwhere __ Texas
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6 |DO16690713 Christensen Judah "09/11/9 Christensenludah09/11/99 686-795 Preti
7 |oo1e230711 Davenport Deacon '10{01{0 DavenportDeaconl0/01/00 P.O. Box 423,
& 10016231030 Day Qren '02/16/0 DavOren02/16/00 B0, Box 154,




Use conditional formatting to duplicate values

Step Seven

Select the new column
(column E)

From the home tab,
select Conditional
Formatting

Select Highlight Cells
Rules

Click Duplicate Values
In the dialogue box,
ensure duplicate
values with light red fill
with dark red text is
selected

Click OK
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Step Eight
* Select the new column
(column E)

* Select Filter by color
*  Click No Fill

Results: The cells within
that column without a color
fill are the unique values
because the filter
eliminated the duplicates.

Finding New Matches
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12 loore610726 Lowis P " . ﬁ(weduKtnyﬂm —_— A58 PZ,’IE,’] LeblancUrsa02/18/12 A

13 /0016510720 Marshall Tad [ ] AlfordErica07/27/04 Automatic avgtte ,1]“"15‘[0 LioydYvettell/16/08 L |

14 [0016391208 Noble Ignacia T ] AtkinsMally08/13/05 3146 Dolor Hoad _‘nne 08/04/0 McculloughYvonne08/04/09 6

15fonig20507 prat Dalan 1 B Ayershldent/25/05 1o 0. Boz01, 7920 Fle Vis '08/31/1 MejiaBevis08/31/10 P
52 (0016421225 Moreno Lucas '05,’11,’0 MorenolLucas05/11/08 A
53 (0016690723 Peck MacKenzie VOSIO?IG PeckMacKenzie03/07/07 9
54 (0016731220 Reese Veronica '04,’10,’1 ReeseVeronical4/10/12 A
55 (0016501115 Reyes Ivor '11[02,f 1Reyeslvor11/02/10 i
56 0016040809 Robinson  Flynn '02/21/ RobinsonFlynn02/21/08 [
57 0016380605 Saunders  Quinn "12/23/1 SaundersQuinn12/23/10 6
58 0016480227 Shepherd  Hayley '09,’19,’0ShepherdHavleyﬂBflS_fOS A
59 (0016420321 Simpson Breanna '(lel?flsimpsonﬂreannaozfﬂflz P
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61 [D016610505 Suarez Phelan '()SIIZIGSuarezPhelanO'Jle/OG P
62 (0016880224 Vasquez Imani '07,’31,’1VasquellmaniO?_fSlle P
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