
Identifying Duplicates 
to Find New Matches 

Texas ELMS



Combining Lists 

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 

 



CE Direct Certification List 

Step One:  
• Right-click on the 

spreadsheet tab CE 
Match Report 

• Select Move or Copy 
• In the dialogue box, 

under Before sheet:, 
select CE Match Report 

• Click to check mark the 
Create a Copy box 

• Click OK 

Make a copy of CE Direct Certification Match List 



POS Student List 

Create an Excel Spreadsheet 

Step Two 
• Create an Excel spreadsheet with names of 

all DC, free and reduced-price students 
from POS 

• Order your columns: 
A. TEA Unique ID (can be blank) 
B. Last Name 
C. First Name 
D. Date of Birth 
E. Address (can be blank) 
F. City (can be blank) 

H. State (Can be blank ) 
I. Zip (can be blank) 
J. Gender (can be blank) 
K. CE ID (can be blank) 
L. Site ID (can be blank) 
M. Grade (can be blank) 
N. Claimed and Certifiable Column (blank) 
O. Program (blank) 
P. Meal Code (can be blank) 
Q. EDG# (can be blank) 

 



Combine Lists 

Copy and Paste Students POS Lists 

Step Three 
• Copy the students’ data from POS 

sheet 
• Paste students’ data into CE Direct 

Certification Match Report 
• Shortcut Keys:  

• Pressing CTRL + A keys will 
select all  

• CTRL + C will copy  
• CTRL + V will paste 



Insert a Table 

Step Four: 
• Click any cell within 

the spreadsheet 
• Click on the Insert tab 
• Click on Table to open 

a dialogue window. 
Excel automatically 
selects all cells for the 
table, stopping at the 
first blank column and 
row. 

• Make sure My table 
has headers is 
checked.  

• Click OK 

Convert Spreadsheet to a Table 



Add a Column 

Step Five 
Insert a column after the 
Date of Birth column 

• Right-click column D 
• Select insert 

Step Six 
• Select the first cell 

of the first row in 
the new column 

• Enter the formula: 
• =B2&C2&D2 

Insert a column and enter a new formula 

The result of step 6 will be a column 
with the students’ last name, first name, 
and DOB combined. 

 



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  
 

Use conditional formatting to duplicate values 



Filter for New Matches 

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 


