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Test Series Microsoft Excel

Module 46 - Using Find and Replace and Spellcheck in Large
Dataset in MS Excel

What is Find Option in MS Excel?
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The Find option in MS Excel is a powerful feature that helps you quickly locate
specific data within a worksheet or workbook. It allows you to search for a word,
number, phrase, or even a part of a word in cells.

This is especially useful when working with large amounts of data as it saves time
and effort compared to manually looking through the sheet. You can open the
Find option by pressing Ctrl + F or going to the Home tab and clicking on Find &
Select then choosing Find.

— Banking &
: |..sm?,ce Once the Find box opens you can type the text or number you want to search.

Excel will highlight and take you to the first match and you can click Find Next to
move to the next match.
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ervice You can also click on Options in the Find box to make your search.more specific

for example you can choose to search only within formulas within a specific

column or row or match the case like capital letters. The Find option makes it

m UICRc o easy to locate data quickly and is very helpful when checking editing or
AN reviewing large spreadsheets.

Steps to Find data in MS Excel:

e LLUCUEEIN « Open your Excel file.

e Press Ctrl + F on your keyboard.
Or, go to the Home tab, click on Find & Select, then choose Find.

MBA

Entrance

Railways & Metro
=°_  Services

G E A

.Many more

abhyasonline.in

Corporate Office : ABHYAS ACADEMY, Near Govt. PG College, Ambala Cantt., Haryana (India)
www.abhyasonline.in @ (+91)94165-41198, 81689-25411

@ abhyasonline.info@gmail.com Follow Us: f y » E




@ KG-10 (School and Olympiads)
LL.*’?“S . Entrance Exams (Navodaya, Sainik School etc.)

Bank, SSC, Railways & Other Govt. Exams

Course Using Find and Replace and Spellcheck in Large Dataset in MS Excel

& e e e e e e e e e e - ————— =

Test Series ¢ In the "Find what" box, type the word or number you want to search for.

Find and Replace ? X

Find Replace

Find what: e

Options =>

Find All FEind Next Close
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e Click "Find Next" to jump to the first match.

Find and Replace ? *
Find Replace
_ Find what: | 12000 >
— Banking &
" Insurance Options >>
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e Keep clicking "Find Next" to move through more matches.

I

What is Replace option in MS Excel?

i State Govt.
LLALLCIN The Replace option in Microsoft Excel allows users to search for specific data
within a worksheet and automatically substitute it with different data. It is
useful for making bulk changes, such as correcting repeated errors, updating
_ names, or modifying values across multiple cells.
= Entrance
To use the Replace function, you can press Ctrl + H or go to the Home tab, select
Find & Select, and then choose Replace. A dialog box will appear with two fields:
"Find what" for the content you want to search, and "Replace with" for the

Entrance content you want to insert in its place.
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You can choose to replace each instance one at a time by clicking Replace, or

NLUUDIE UL replace all matches at once by clicking Replace All. There are also additional

= Services . . . .
options that let you refine your search, such as matching case or searching only
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Test Series for entire cell contents. This feature helps save time and ensures consistency

when editing large amounts of data.

Steps to use Replace Option in MS Excel:

¢ Open your Excel file.
e Press Ctrl + H on your keyboard.
(Or go to the Home tab, click on Find & Select, then choose Replace.)
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¢ In the "Find what" box, type the text or number you want to change.
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Test Series | In the "Replace with" box, type the new text or number.

_ Find and Replace ? *
o CBSE Find Replace
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= Replace with: | W
7y ICSE _
. Options =>
Replace All Replace Find All Find Mext Close

e Click "Replace” to change one item at a time.
Or click "Replace All" to change all at once.
¢ Close the dialog box when you're done.

— Banking &
WLILLEE What is Spellcheck in MS Excel?

The spell check option in Microsoft Excel is-a feature that helps users identify
(e ae and correct spelling errors in their worksheets. Although Excel is mainly used for
ervice numbers and data, it is also common to include text in cells, such-as labels,

notes, and descriptions.

I

m TICRcr 1 The spell check tool scans the text content in the selected cells or the entire
CIIEETI worksheet and highlights any words that are not found'in the dictionary. It then

offers suggestions for correcting these words, allowing the user to choose

whether to change them, ignore them, or add them to the custom dictionary.

sle LAW This helps ensure that written content in Excel is accurate and professional,

= Entrance especially in reports or shared documents.

Spell check can be accessed by pressing the F7 key or by going to the Review tab
MBA and clicking on Spelling. It works similarly to the spell check feature in Microsoft
UL LEEEN Word, though it does not automatically underline mistakes as you type.
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Test Series
Steps to use Spellcheck option in MS Excel:

¢ Open your Excel file.

e Click on the cell where you want to start checking, or select a range of cells.
e Press F7 on your keyboard.
(Or go to the Review tab and click on Spelling.)
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Spelling |[Research Thesaurus
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e A dialog box will appear showing the first spelling mistake found.

Spelling: English (U.S.) ? X

Not in Dictionary:

T
nsurance —
_ Add to Dictionary
Suggestions:
Central Govt. ~ Change

b slues

ervice slakes
slates
slaves
sloes v AutoCorrect

Change All

I

Dictionary language: | English (U.5.) w

m Sfute Govt. Options... Cancel

Services
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it e Choose an option:

R PP o Change to correct the word

olgnore to skip it

o Add to Dictionary if it’s a correct word you use often
e Excel will continue checking the rest of the sheet.

e When it's done, a message will appear saying the spell check is complete. Click
Entrance OK.
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Microsoft Excel X
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= Services The spelling check is complete for the cell text.
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