
 

 
 
 
 
 

Excel Data Management 
 

2nd Edition 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Steven M. Bragg 
 
 



  

 

Table of Contents 
Excel Data Management ........................................................................................................................ 1 

Learning Objectives ............................................................................................................................. 1 
Introduction .......................................................................................................................................... 1 
Conventions Used in This Course ........................................................................................................ 1 
The Worksheet Ribbon ........................................................................................................................ 2 
Importing and Cleaning Data ................................................................................................................ 2 

Data Imports .................................................................................................................................... 2 
Data Cleanup................................................................................................................................... 8 
Duplicate Row Removal ................................................................................................................... 8 
Text Splitting .................................................................................................................................... 9 
Flash Fill ........................................................................................................................................ 12 
Case Changes ............................................................................................................................... 13 
Space Removal ............................................................................................................................. 13 
Value Conversions ......................................................................................................................... 14 
Concatenation ............................................................................................................................... 14 
Gap Filling ..................................................................................................................................... 15 
Spell Checking ............................................................................................................................... 17 
Text Substitutions .......................................................................................................................... 17 
Data Exports .................................................................................................................................. 18 

Validating Data .................................................................................................................................. 18 
Data Validation Criteria .................................................................................................................. 18 
Data Validation Formulas ............................................................................................................... 22 
Data Validation with Active Restrictions .......................................................................................... 23 

Worksheet Outlines ........................................................................................................................... 23 
Linking Worksheets ........................................................................................................................... 27 

Workbook Linking .......................................................................................................................... 27 
External Reference Formulas ......................................................................................................... 28 
Worksheet Consolidation ............................................................................................................... 29 

Protecting Data .................................................................................................................................. 34 
Worksheet Protection ..................................................................................................................... 34 
Workbook Protection...................................................................................................................... 35 
Other Workbook Protections .......................................................................................................... 37 
Workbook Inspection ..................................................................................................................... 37 

Summary ........................................................................................................................................... 37 
Review Questions .............................................................................................................................. 38 
Review Answers ................................................................................................................................ 39 

Glossary ............................................................................................................................................... 41 

Index .................................................................................................................................................... 43 
 
  




