Z:\To My PC\Spreadsheets Databases Validation.Doc

Spreadsheets – Data Input and Data Validation

Important Spreadsheet words to use in your project: cell, row, column, worksheet, data, information, graphs, formula, function, format
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Used to help the user input data and prevent mistakes being typed-in.

From the menu bar: Data > Validation



	Lists
	From the menu bar: Data > Validation



	Input Messages
	From the menu bar: Data > Validation
	To help the user understand what will go into a cell.

	Find
	From the menu bar: Edit > Find
	If you wish to find a single piece of data

	Replace
	From the menu bar: Edit > Replace
	If you want to find and replace a piece of data

	Filters
	From the menu bar: Data > Filter > Autofilter
	Allows you to list just the information you need.

	Conditional Formatting
	From the menu bar: Format > Conditional Formatting…
	Allows you to format data automatically depending what the data is

	Sort
	From the menu bar: Data > Sort
	Allows you to sort your columns

	Freeze Panes


	From the menu bar: Window > Freeze Panes
	Keeps the top and left of your spreadsheet in place when you move around the spreadsheet


