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Operation Symbol Numbers Cell References
Begin Formula =
Addition + =1+2 =B2+B3
Addition =sum(c:c) =1+2+963 =sum(B2:B5)
Subtraction - =3-2 =B2-B3
Multiplication * =3*6 =B3*B4
Division / =6/3 =B3/B2

Processing Order

Parentheses processed first
Then multiplication and divison
Then additions and subtractions

Use parentheses and Boolean logic to diminate confuson



EXAMPLE

=3*6+12/4-2 isread as
=(3*6)+(12/4)-2=19
not as
3*(6+12/(4-2)=27

Layering Formulas

You can layer formulas, building one to use as pat of ancther. Be cautious,
however. The symbol #VALUE means you have ddeted an important component of
your formula

EXAMPLE OF LAYERED FORMULA

A | B | ¢ | b | E | F |
1
2 White90 Black90 Hispanicil
_ 3 |Total Population 1,198,302 835,303 47 572 3. =d5+d14
_ 4 |Income ahove poverty
.5 |Total 1083933 54533 5618 1. =sum{d6:d12)
LB |Under5 years 39 585 35 BEE 3547
L7 |5 years 13,807 7122 B31
.8 |Bta11 years 79,320 43,391 3,776
9 1210 17 years 70,485 51,333 3,809
1018 to B4 years BE7 G649 345 566 21 Bl
(11 |65 to 74 years 95 77a 41 049 1 545
1275 years and aver ah 312 21,234 E=a
13 |Income helow poverty
_14 | Total persons 114 368 290 227 12,054 2.=sum{d16:d22)
15 |Percent in Poverty O54% F4.79%  2529% 4. =di4/d3
LB |Under 5 years 13 B53 43 077 2,105
7|5 years 2754 7594 60
18 6 to 11 years 12,529 30 Ba3 1810
1911210 17 years 10,235 3R 955 1716
(2018 to B4 years BOE28| 145071 5 551
(21 |65 to 74 years 7,491 11,056 283
(22 |75 years and over G/ g 531 229
23
24



Copying Formulas

Formula in A3 Copied to B3
=Al+A2 =B1+B2
Copiedto C3
=C1+C2
Second Formulain A3 Copied to B3
=$A$1-A2 =$A$1-B2
Copiedto C3
=$A$1-C2

EXAMPLE OF COPYING A FIXED FORMULA

=

F4 is Mexican population in Titus County. F126 is Mexican population in Texas.
2. Theformulais entered as $F$126 so when it is copied, each county will
show its own percent of the stat€' s Mexican population.

F4
Area %Change | Total 1900 %Mexican Total: 2000 Mexjcan: 21 %Mexican %ofstatermes
Titus Coun 6% 24,009 0% 28118 QE%I=FM$F512_E|
Moore Cou 10% 17 BES 29% 20,1 7,803 9% ereqad

Ochiltres C 10% 9126 17% 900G 2440 2% |

Dallas Col 9% 1852 810 18% 2218 899 &31 115 24%| Fixed cell referring to Texas
Hanisford C 9% 5848 a% 53 1472 7%

Camp Cou a% 9 804 5% 11549 1 467 13%
Lipscormb 7% 3143 11% J0E7 aa0 18%
Mavarro Cc 7% 39926 % 45124 6,128 14%
Shelby Co % 22034 2% 25224 2,232 2%
Harris Cou B% 2818 190 18% 3400578 814 bo3 24%
Hudspeth i B% 205 B5% 3344 2,386 T1%
Sherman B% 2 BEB 18% 3185 7 24%

3. Thesearch result isadeamd.

Mexican 2l %ahexican %oofstatemesx
7179 26%| 0.001415]
7803 39%
2440 2%

531,115 249%
1472 2%

Highlight result



3. Change the search result to a percent. Highlight H4 and copy.
4. Then highlight the remaining cdlsin the column.

RY s RBT o-o - A@ = A5 0SS 0T
-0 B rujEEEEs %, B3EE DA
2. Copy formula 1. change’rresun to percent

7 o & Favorites = | Go - | =] | iy Documentshcenprecoljune L3 TEXOD.csv -

- =

%Change Total 1990 %Mexican Total: 2000 Mexican: 21 %M exican Y%ofstatemes

mmmmmmm -

Zoun 16% 24,09 0% 28118 7179 265
Cou 10% 17 BB5 29% 20121 7,803 39%[3. Highligh column
ree C 10% 9128 17% 9006 2440 7%
Cou 9% 1,852 810 15% 2218899 531115 24%
and C 9% 5848 18% 5369 1472 27%
Cau 8% 9904 5% 11549 1,467 13%

5. Pastetheformula

County Percent of State"s Mexican Population

E.ﬂ\rEB %Change Total 1930 %hexican Tolal 2000 Mexican A % Mexican %hofstatermeax
[Titus Coun 16% 24 D09 10% 28,118 F1Fa
Maare Cow 10% 17 565 29% 20 ¥ B0
Dchiltres 10% 9123 17% 9 006 2440
Dallas Cow 9% 1,852 810 15% 2218893 531,115
Hansford C A% 5848 18% 5,369 1472
Camp Cou 5% 9 504 5% 11549 1487
Lipscornb 7% 3,143 11% 3057 &80
Mavarro Cc 7% 305X P 45124 B,1249
Shelby Co 7% 22054 2% 2R 2232
Hams Cou B% 2.318,152 18% 3 400573 814 593
Hudspeth 1 B 295 B5% 3344 2 365
Sheman ( E% 25858 18% 3,186 FEd
Tarrant Co E% 1,170,103 10% 1446213 227 701
Waller C oy B% 2330 10% 32 BE3 5233
Charakee 5% 41042 B% 4B B59 5 302
Erath Cour 8% 5N 8% 33001 4243

wIwib TFXANG £

FORMATTING CELLS

Y ou can format the numbers, aignment borders, font, colors, and patterns by first
highlighting the cdlls you want to change (or CONTROL-A for the entire spreadsheet)
and then using the FORMAT/CELLS menu.



Numbers

1. Highlight the odlls

2. Choose FORMAT/CELLS

| Anal
Sle Edit iew Insert | Format Fools—Bata—window Help 2. Format
515 j S T W - | 7
| Row » | C | D |
1 Colurnn r . .
2 o , 0 Black9d HispanicdD
3 |Total Popula = 02 836303 47 B72
4 |Income abov autaFarmat, .,
i 5 |Total Conditional Formatting. . 933 545381 35618
B |lUnder 5 years = a5 35 B3E 3547
7 |5 years 0c s07 722 31
8 |6to 11 years 79,320 43,391 3,776
A2 121017 years 78,485 51,333 3,809
10 |18 to B4 years B37 549 345 566 21 541
11 |65 to 74 years 98,775 41,045 1 546
12 |75 years and over o5 312 21,234 5] Sta;
13 [Income below poverty 1. Highlight cells to be reformatted
14 | Total persons 114 369 290 927 12,054
-|_ 15 |Percent in Poverty 0.095445 [ 0347871 0.2523531
16 |Under & years 13 653 43 077 2,105
17 |5 years 2,754 7594 360

2. Choose the type of number; look at the samples when available; click OK

Format Cellz
HUMB

Murmber .ﬁ.hgnme

Cateqory:

i E3

and GENERAL ar defaults

Fonk Eh:-rder I Patterns | Protection |

ample

General
Murmber
Currency
Accounting
Date

Tirne
‘Percentange
Frackion
Scientific
Text
Special
Cuskom

Percentage formats multiply the cell value by 100 and displays the result with

a percent symbol,

.; c49, «— SAMPLE

Decimal places: |2 5‘

Choose number of decimal places

a—Tou can change te percentage

[~

Ik




3. Revised cell format

HILUIE BEIUW pJUveiLly

Total persons ~ Revised format 114363 290927 12054

Percent in Poverty T 954%  3479%  25.29%
Under 5 years 13 B53 43 077 2105
5 years 2754 7 504 3RO
B to 11 vears 12829 30 643 1810

Alignment

Column headings aligned left

YWi'hite Black Hispanic
Male: 522 439 401 103
Under 5 ye 34 057 35,805
Sto 9 vear a7 144 45 703

10to 14 ye 36,207 40567 The default
1510 17 v¢ 21,075 20,084 for text,
18 and 19 12670 11,863 , : :
20 years 5 963 5,771 i g;jljd”g
21 years 5922 5400 umn -
Fermale: 543 1658 467 559 | headings, is
Unders ye 32748 34 788 A5 the left.
5to 9 year 35,041 44 434 391:
Farmal Cellz HE

tuber | tbgrerert | Fort | Border | pattems | proaction |
mmaat LN FormatiCells, . . ... i

Aligninent D
i Indant CE
Use FORMAT/CELLY Generd I o 1 *,
ALIGNMENT to change ey = :
b
4

dignment to theright, asin the Center

column headings above. M\m K
Justify L

Center Auods Salection T
rcgengme HORIZONTAL to RIGH
ap texk
I” shrinkta
[ perge cals

0K




Wrapping Text

You can aso use Too wide for columns
FORMAT/CELLY Tﬁtal:EDDDIMaxican:E_l%MexicanEMD
Texas R S 071 853
VAVIEIC%[E(L\QGE)(I:I;{: Andersont 55,109 34380
@ : Andrews C 13004 4235
odll to asecond line Angelina C 80130 936G
Format Cells [ 2 =]

number | Abanrent | Font | Bosder | patterns | Protection |
Text abgnment

Heowizontal:
[Gmd

Ensdent:

i | == |

Werbical:
[Eatteen

e

Tt control
o]
I | Shrink to Fit
[ [Herge cobs

Click on Wrap Text

Then OK
Y

OK

Check off Wrapped Text. Then click on

o s

Note that the text in those two columns is now wrapped even though the word

break can be awkward.

Wrapped

Text

Mexican:
al: 200042000

Yahlexica
n2000

e 6 071 563

55,109

3480



Fonts can be changed from the toolbar or the FORMAT/CELLSFONT Menu

S RO ot Call

| x1=200

. Click on FENT
Font | Border | Patterns | ¢

2
A B C D E Mumber ] Algnment

1 Fﬂ’ iE

\ \ iConmic Sans M3 zald 10
2
- 1. Highlight Cells o Ita =] [Fogdar = [
S e T Chyistie — |Italc El
4] Elack Hispanic " ClpisterBilack BT
5 |Male: 522,438 401,103 403861 | [old italic 11
B |UnderSye 34057 35805 4 563 Underling: Colar;
7 [StoSyear 37144 45703 4205 [ore 5] [ womate 5] T
8 10t idye 36207 40557 3505
9 15t 1y MO7S 20,084 2072 reftedts ————————— rPrevien
10[18 and 19 12570 11,853 1576 I Strikethrough i
11|20 years 5968 5771 865 [™ Supgrscrint | AaBbCc¥yi
1221 years 5922|5400 f74 | T Subsariot
B o ol wan |
Pt : : ! This is & TrueType fant, Th ok will be used on bath
15(5t09 year 35041 44434 3914 e L s S
161010 14y 34383 39831 3346
1715t 17y 19542 2004 178D 4. OK
18 (18 and 19 11526) 11678 1.207 -0

Wew Text Style

White Black Hisp anic

Mlale: 522433 401,103 4D,BE1.
Underfye 34057 35806 4 563
StoYyear 37044 45703 4205
10to 14 ye 365207 40 567 3 508
19t0 17 ye 21075 20,034 2072
18 and 19 12 670 11,863 1 E7B
20 years 5 96G 8771 BE5
21 years 5922 5,400 574




Borders

A R RO OO F arruat Cells 2] =]
s200 -
tiumber | algnmer: | Font | Border | pattems | Protection |
A B | ¢ | © | E T 7 Eﬂl"dE'I']

1. Highlight Area f
. Highti r = ‘ . T—
| ‘
White Elack Hispanic Hore Cutline

Ttz 522439 401,103 40561 Boader s
Under5ye 3057 35806 4553 |: ea—— | | -
Slo% year 344 4570G 4225 T T
teidye  ZEI07  M0SE7  3E0S Taxt ST B T
15te 17y 21075 20034 2072 — T —
Band 19 1250 11963 1 B75 o ;
20 years B9EE AT 65 |: ' = m:'t ac B
21 years 5802 5400 ard = || ﬂ i ubomakic
Fermale; S43 B8 dETEE8 FE 36 e - — 1
Under 5 ye 32743 34 755 4 457 The selecbed barder style canbe spphed by dicking the prasats, praview
Slo9 year 2504 A4 454 R4 diagram ar the: buttons above. 4. 0K
0o 1d e BMSEE BOER 3346
15t 17 ye 19 R42 04 1,780 I
1q,=m.41q:rl 1162 11878 1 AT nt S !

Mew Border
White  Black Hispanic|”

hlale: 8224375 40103 40861
Under5 ye 34057 35806 4 563
Sto9wyear I 044 45703 4225
10to 14 we 36207 40567 3,506
191017 we 21075 20084 2072
18 and 19 126700 11,883 1 E7k




Colors and Patterns

1. Highlight the rows or columns you want to color; then FORMAT/CELLS

File Edit Wiew Ir:sert| Tools Daka ‘Window Help Muhﬂ:

S e |- ael= ¢
k
firial . == M
2. Format ;ulumn = 4 E| $ 2% 4 0
1 sheest ™
== @R D akroma. L:\My Documentsicenprecol)
Hi2é i Congitional Forrmatting

.. e

T L (e e [ e [ = F

113 Hardin Caou 1% 41320 1% 48,073 gaa
114 Jagper Co 1% 31,102 2% 35,604 1,148
115 Lavaca Co 1% 18630 T 19210 1.536
116 Llano Cour 1% 115N 3% 17044 534
117 | Marion Co 1% 9984 1% 10941 197
118 Wilarn Cou 1% 22946 14% 24238 3614
1113 Wlills Coun 1% 4531 10% 5,151 573
120 Marnis Gou 1% 13200 2% 13,048 394
121|Orange Co 1% a0.509 2% G4 966 278
122 Panola Co 1% 22035 2% 22 T5R B35
123 Raobertson 1% 15511 11% 18,000 1952
124 San Augus 1. Highght ca@390u warid®o colBr246 263
12‘5 San Jacint

2. Choose a color or select a pattern

ﬂ Format Cellz EE3
% Mumber | Aigrent | Font | Border  Pattems | protection |

| Cell shading

:gil Color:

S84 | Mo Calor |

2o ! EEEEEEER

223& ! EpEEEERER 1. Select color

g .

035 L_Amj

51 1) IBE

29 ) Imiml =l =

2L . EEC T EEEN

faiall paktern: | 'l'l G i

BB

x| 2. 0K

E% 3 !

b2 1 )4 I Camcel B




Conditional Formatting

Allows cdllsto be formatted if their contents meet certain criteria.

1. Highlight cells. Then choose FORMAT/CONDITIONAL FORMATTING.

[rserk |F§mat Tools Data Window Help Acrobat

......

ﬁlﬁmlsﬁumﬂmlﬂ "|$[@‘|Z Py E”ﬂﬂﬁ:mm'
ey =E8 %, B3=FE =5-5-4

e Column ¥
Shest 3

— 3. Conditional formatiing . ; ;
RO, 9 [ty Documentsicerprecoljunel 2 TERDD, csv

%Change Total 1290 %Mexican Total: 2000 Mexican: 2 Yhiexica

oun 16% 24009 10% 28118 7,179 26%
Sou 10% 17 B85 29% 2012 7803 9%
e 10% 9128 17% 9006 2440
Zou 9% 1,852 810 15% 2218833 531 115
qc 9%  AA48 16%  A360 1472

2. Use second pulldown box in pop-up menu to create condition
(e.g. equd to, greater than) and type number in third box

3. You can add another condition at the bottom

4. When you have finished with the conditions, click on FORMAT.

Conditional Formatting 7] =] E

Change Conditions to Meet Criteria

~Condition 1
ECG" Value Is j Igm-a‘t-ar than j ]u :“J
Fhen Click on Format
Prewiew of Format bo wse Then
wihen condion s trus: Mo Format Set Eomnat. ., |

| sdd>> | pekten. | [ ok | cawal |




4. Cdlscan beformatted with adifferent FONT, BORDER, or
PATTERN/COLOR.

| F ormat Cells

|_. I
ﬁ AaBbCcYyZz

12



6. The conditiona formetting tool will regppear. Click OK.

1950 %Mexican Tatal 2000 bexican A Sablexicangalzial eres

4,009 0% 28118 7179 26% m

7 AR5 AN Y 7 A= 0%,

| Conditional Formatting EHES I

dition 1 H ;

|ceivaue s =] Joreater than = o / 7|
Preview of format bo use

! when condition is krue: AzBhb CEYFIZ /

} OK

! lEll add>> | pelete... | ox\ | cancet |

2,858 18% 3,166 245 IR

7. Search result colors cdls which meet the criteria above.

7174
7803
2440
531,114
1472

1 467
550
B,1249
2232
514 B93
2366
771
227 7

COLUMN WIDTH

Celis over 0%
Mexican: 2l Y%Mexican Yofstateme:

26% 0%
39% 0%
27 % 0%
24% 10%
2% 0%
13% a%
18% 0%
14% 0%

S9% 0%
24% 16%
1% 0%
24% 0%
6% 4%

Y ou can change the column width in one of three ways.

13



a5 J =| Anderson County, Texas

F TEX00c

A B C O
1 Double click to right of column to widen it
2
3 |Area Total:2000  Mexican:2000
4 [Texas 20,851 820 5071 953
5 |Anderson County, Texas! 55,109 3,480
B |Andrews County, Texas 13,004 4 235
7 |Angelinag County, Texas a0,130 g 366
g8 |Aransas County, Texas 22 497 3,281
8 |Archer County, Texas g a54 S44

4 Microsoft Excel - tex0c

DEHS|ERY s BRI HEH I 3w
e Edt Yow et FomobeTook Dsta Wndow b
i e | /Upens newbox
A B B Width... B
B 1. Highlight 3. Column | | ButoFE Selection
3 | Columns Conditional Farmatting. . "
ey ide
3 |Area  [Total200 v i
Texas | RS o071 963 <iiae .
Anderson | BA109) 3,480 J Sandard Width...

/

4
5|
B |Andrews C 13004 423 4
T_AngEHna C 80,130 9355 qu.li‘lfalel'll to C[il:kil'lg
B |AansesC 2497 3281 qreckimiies
4 \ArcherCor 5,954 344

A0 Amstrang 2,148 71

11 Atascosa ! 38628 13012

12 Austin Cou 23580 3,148

13 |Bailey Cou  65% 2259

—

1. Double-dlick onthe
lineto the l&ft of the
|ettered column
heading.

2. Usethe format/

autofit selection
command. Theresults
arethe same as 1. above.

3. Use theformat/width
command and change
the column width

manudly.

Column Width /

Columin width: 3,43
Change size manually

QK Cancel |

DELETING AND INSERTING ROWS AND COLUMNS

Inserting Rows and Columns

USE THE INSERT COMMAND TO ADD ROWS AND COLUMNS.

CURSOR AND COLUMNSTOTHE LEFT OF YOUR CURSOR.

INSERTING ROwsS

1. Place your cursor below the row you want to insert.

Rows ARE ADDED ABOVE Your

14



|| /e Edt yim [insert Formet Tools pata window pep Acrohst
||:I|ﬁ"rﬂ|£ CETP;:\Z.Insen L|n,ﬁ,|g|$

| B =E==HE =
Columns 3, Rows
”m dorksheet
|¢" = | D [ﬂcw - E—I| My Documen
A Page Bresk County, Texas
T Eumction. ..
[ A  Name » D | E
1| i Comment
2| HighlgiARdeeson e addsew U0V ., Puarto Ric
3 |Ande:: L L 2138 0
4 Andrey B Map.. 4,347 P
16| Angeli| _ Quiectis 5 533 7
B _.ﬁ.rans:g Hyperlnk..,  Chrk 3,288 15
|7 | Archer Cay 7.4 166 2

2. Click onthe INSERT menu at the top. Then click on ROW. A row
will beinsarted and the remainder of the
column will move down arow.

& tex90b

A B C ]
1
2 Mot of Hisp Hispanic o Mexican
3 | New Row
4 |Andersan | 44071 2,138
5 | Andrews C 9 786 4 347
B |Angelina C B3812 & 533
7 |Aransas C 14 304 3,288
B [Archer Col 7784 166

Inserting Columns

A B © [n]
- - —1
1 H|gh||ght acdl to 2 Hispanic o Mexican Pu
. 3 Highlight cell to right of new column
theright of whereyou 4 |Anderson | 44071 2138
5 |Andrews C 9 7ae 4 347
want anew Cdumn' B |Angelina C E3.812 5,533
7 |Aransas C 14 304 3,288
8 |Archer Cou ¥ .rad 166
9 |Armstrong 1,966 41
10 |Atascosa ! 14 459 14 644
11 | Awustin Cou 17,759 1,863

15



Edit Miew | Insert Format Tools Data Mindow b
E"‘N’ E | é CE_"S... Insert r| 1. O
e Rows E
2. Click on the INSERT menu at ﬂ':'rks"'eei_:m“mns
the top. Then click on COLUMN. = | @ [ chert.. ==
L 5 tex90b £ Function. ..
highlighted. T » E
A Mame O
1_ ﬁ Comrnenk
Z ; Mexican
T Picture k
A ndee, W Map., 717

Deeting Rows and Columns

CLICK ON ONE CELL IN YOUR ROW OR COLUMN. THENUSE THE EDIT/DELETE COMMAND TO
DELETE THE ROW OR COLUMN.

] sl [
o & oo Chrl4
LU= B gopy Chrl+C
U= R pasee Crl4y ‘*’_'l g - |
ZT11. HISP:

EDIT/DELETE

Ferhan ae Hwremink

Fil
e

Mawa ar Sopy Shast,.. 't =it

B Finel Chrl+F
Pgplhge, . GkriH

Mlat Hizpar

it T Chrl4- P e i
¥ 45 404
it [em 7 a0z
EoEEr E5 531

& Aranzas C AT A7 17 926

Viexican I K ES A Ce

5071 967 | Delete — 23 DELETE ROW

3 480 " Shift cells left 51

4 23 | £ ahift cells up cancel 1

9.36E | &y o 20

328 ' 11

Jd 2

il E) U ] 2

13,012 46 20 1] 27

16



{ Hispanic « mfé';':ﬁ;*a‘!fg"ﬁ Serts ﬁﬁ:‘HﬂLgr?ch "E‘l:ulnqlmrc‘an Central £

2032 116 7 O 5hift cells up Cancal

16008 22620 1301 oy Entire column z

19785 3805 3. roton /f 1
3475 3N8 0 23

15,261 2,384 1554 i) 2 o) 1

# NN § 65D GEC 5071963 B9 E04 25705 4706 14672

9 45404 G705 3460 ] 10 2 1£

4 7 a0z 5202 4 2 - ; K
DELETE 0 S 11496 0 35 ki . 2]} -

__EditiDelete

7174936 4 571 3,25 [Dekte 1
COLUMN q g.423 £31 34e || O 5hifk cells left E

5 ]

B

1]

4

5

CUTTING AND PASTING TABLES

American Factfinder produces separate tables rather than combining them on
screen, S0 it is often necessary to cut and paste the tables together using Excel. A good
example: separate tables for whites, blacks, and Higpanics by age in Wayne County
combined on one Excel spreadsheet for comparative purposes.

- American FactFinder - Metscape

Fie Edi Yew Eo Wndow Help

Betaited Tablas » Dowrnload These three tables

Download Three Separate Tables would be downloaded
Drata Set: Cengus 2000 Sucrtvacy File 1 (3F 13 100-Percenl Dats on the same

Tahles: P12A. SEXBY AGE(WHITE ALONE) [49] - Urneverse: People who are White alone

P1I8 SEX BY AGE (ELACK OR AFRICAN AMERICAN ALONE) [47) - Universe: Feop Spreadsheset but as
PLIH. SEX BY AGE (HISPANIC OR LATING [45] - Universe; Feopls who are Hispanic

separate tables.
® Format & Copama delimited - spreadabuset Format ( esv fils)
 Tab delitdted (Lot file) m
[T Tranepose RoweCohtne T
A 3 =
Eliminate Wayne in Column B
Rename Columns by Race
White Black @ When you opened the spreadshe_et,
Male: 577 430 T you would delete the rows you didn't
Under& ye 34 057 need. Y ou would eiminate the word
StoD year 37,144 Wayne County which appearsin the
10ta 14 ye 36,207 cdl to theright and above mae. You
15t0 17 ye 21,075 would rename the cdll White, then add
18 and 19 12570 columns for Black and Hispanic.

20 years £ oEg

In the example below, we copied the cells with data for the black population and
pasted it into the new column using the toal bar.

17



ZHERY BRI

D@ &y & a o--- - as

|| arint - =B u ===
= 10 B U
! ........ |||mﬂ|
||*" "'P|G .|f§.‘_‘rﬂ Faverites = | Ga - m|c1.?-1:.ronc-.rr.—

| ]rear.;"

Pl sl
Under & ye
5109 yeq
1010 14 y
15810 17 ¥
18 and 19
20 years
21 years
Feamala:
Under 5 ye
5109 yes
10 to 14
1510 17

Blel=lel=lsisERRERx

Y ou could have COPIED the cdlsand INSERTED them instead of PASTING them. You

Under S ye
5 to 9 yasi
1010 14 e
15 10 17 wi
18 and 12
11 |20 years

12 121 years

| 13 |Female:

| 14 |Und=r 5 ye
5 to 9 yas
1010 14 e
15 10 17 wi
18 and 12

[{| Pasted Data

could have dso CUT the cdllsand INSERTED THEM.

= Bunied Cells | A

il | Cobimng Ak

g_ itala: derkhees %Male-

IUnderE VE uthm IUndﬁrE YE

5 |5ta9 vear Page Ereak B |6 to S et .
BI[10t0 1 ye o B 101014 ye 35207
151017 e i " T 151017y 21075
BliBand 19 . AW B 18 and 10| 12670
9|20 years e i 90|20 years 5 965
10|21 years Picture ,, 10|21 years 5922
11 |Fernale: | £ e 1 |Female: | 543,168
12 [UnderSye  — 12 [Under5 e 32,745
%15&0 915;ear S%QHB:':EHF}{N 2 3|5 te D year 35041
141018 14 e ; 141010 14 v 34963
15151017 y¢ 19542 5|15 1017 ye 19 G2
1618 and 18| 11528 16|18 and 19| 11528
17120 years 5,775 17|20 years 8775
15|21 years 5 18|21 years 5777
150 ptale: 19 ivlale: 40T
0 |Under 5 ye ~— Copied Cells 20| Under 5y 35 805 \\
2|5 t0 9 yaar 121 [5ta 9 ves 45_;.133[ Cut Cells
221010 14 ye 22101014y 40567
2151017 2151017 !,fil 20084
2|15 and 19 2413 and 137 11863,

18



FILTERING RESULTS

Filtering alows you to only look at the parts of the spreadsheet that meet a certain

criteria, such as cities between 25,000 and 100,000. The following example shows Texas

counties with over 250,000 in total population that have adso have over 100,000 Mexican

Americans.

1 Highlight any column.

2. Pull down the Data menu.
3. Click on Filter; then choose Auto Filter in the pop-up box

de Edk View Insert Format Took | Dats Window Help Acrobat

1S H SRY | 6B o

E

= % 81 %L1

Sy Adte Filter
Adwvanced Fiker. .,

hentscenprecol june ] 3LTEXDOE

F B

e <0 = b _
: Fames 3 Filter
2. Data / Subkotals. ..
= | & [ | ot €3 Favorkes Valdation. .
EZ d I| Tatal Table. ..
< TEX00h Texk ko Columns. ..
A—El Consalidate. ..
1 Group and Outline J
...-.j - 1- H
3 |Area %Change Tota A pivotrable Report...
4 [Titus Coun 15:‘1-:! 2 et External Data b i)
5 Mnu.re CovL 10% A st 1
6 |Ochiltres C 10%, e — =115
7 |Dallas Cou 9% 1852810 158% 2218899
B [Hansfard C 9% 5,548 18% 5369
8 |Camp Cou 8% Q804 5% 11 549
10 |Lipscomb 7 3,143 11% 3057

ijhlight Heading in E3

exican 2 Y Mexican

7179 6%
7803 39%
2,440 %
831,114 24%
1,472 2

1 467 13%
550 18%

@l TEX00h

1

2 Use pulidown box in E3 to choose CUSTOM

3 |Area  #]%Chang | Total 199+ %exicis]| Tatal: 20 .:Maxicanﬂ%Mexic:PDI]]
4 |Titus Coun 6% 24000 = 7174 26%
& |Maore CoL 0% 17 BE& 7 B03 39%
E |Ochiltree C 10% 9,128 Urs | 2 440 27%
7 |Dallas Cou 9% 1852810 1|356 AR 24%
8 |Hansford C a9, 5 B48 1;;; | 1,472 27 %
9 |Camp Cou 2% 9804 a51 1,467 13%
10 |Lipscamb 0% 3,143 1| a52 55l 18%
11 |Mavarro Cr 7% 39926 887 5,129 14%
12 [Shelby Co 7% 22,034 503 2,232 9%
13 |Harris Cou B% 26151949 1| 1,406 814 b33 24%
14 |Hudspeth 1 6% 2915 1,426 2 386 71%
15 |Sherman C 6% 2,858 11822 771 24%

4, Click on
the pulldown
box in E3
and choose
custom.
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5. In the new pop-up box/first row

a. Usethe pulldown box to change the word from equals to
greater than or equal to
b. Typein 250,000

c. Click on OK.
B [ C D E F . G H | J

Chosen Column
[=] ¥ Chang =] Total 190| Wehexiciz{Total: 2000 FiMexican:2000 =] %Mexicix000
o 16% 24009 10% 28118 7,179 2B%
CoL ) LGN =54 Custom AutoFilter
2e 10% 912

CoL 9% 1 852 21 ﬁ;’;fgﬁ;‘h“ ‘Change pulidown “equals”
rd C 9% 5 A : E 3. 0K
nb 7% 3140 — 2. Fill in criteria
1 C': ?% EQ_QEE &‘ges rak equal I j Ca'll:ﬂ I
Co 7% 2203 | |is greater than _
“au 5% 2 B18 19¢ is greater bhan or equal Eo
oo is less than
ith ! 6% 28189, lace than or equal to
an C 6% 2895t Wbegins with ik
Co 8% 1,170,103 ﬁ;g ;;thbﬂgn with ~e27 701 16%
Col 6% 23390 |ioes rot end with - 5233 16%
ge | 5% 41049 B% 5 5 5,302 11%

6. Click on the pulldown box in F3 and choose custom.

1. Use pulldown mend onder Mexican: 2000
Area =] %Chang=| Total 191-'_;|%Mexic::]TutaI:EEII.';iME}{icanr:'%hﬂexic:;plil[

Dallas CoL 9% 1552 10 168% 2 218 [(al) 24%
Harris Cou 5% 2,818,199 18% 3,400 ghrop 10, 24%
Tarrant Co 5% 1170103 10% 1,446 [o0, 155 16%
Denton Co 4% I RS % 432127845 2 Chooke CUSES)
Jefferson 4%/ 239 397 A% | 282, ggg;g 8%
Travis Cou 4% &76 407 18%  612]35 406 22%
Montgome 3% 182 201 B% 293 |51,447 9%,
Collin Coul 2% 264 036 5% 491, Hggg; 7%
Galveston 2% 217 399 12% 250, 552 ean 14%
Texas 19 2% SR 227 701 24%
El Paso Ci 0% &91 610 BE% 679 )433,195 6%
Fart Bend 1% 225 421 16% 354 ) F700s 15%
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7. In the new pop-up box/first row

a. Usethe pulldown box to change the word from equals to
greater than or equal to

b. Typein 100,000

c. Click on OK.

1. Highlight new column

|Total 1955 %Mexici=| Total: 2000 s|Mexican: 2000 ‘?fhdexic::_pl:ﬂﬂ
531,115

1,852 310 15% 2,218,899 24%

ERCNERIEY Custom AutoFilter

170,100
27352
239 39,
576 40
1682 20
264 03
217 3

Show rows where: 2. Change "equals” to

Mexican: 2000

eqals

- | -4 [ 100,000 =

3. Fill in criteria

equals

does not equal

is greater than

I = greater than or equsl ko
s bess than

391 B0 Shs ecs than or equal to

225 42 Ylbegins with

383 545 dgs mt;begln wiCh FEEREL) 76%

s Wi 5

1,185,394 [0 itk {531 069 8%

260.120 7% CCLWT) 226 580 BB%
Filtered Results

All counties over 250,000
M exican population over 100,000

Total Population over 250,000

Area  [v|%Changz| Total 19| %Mexic ] [otal: 2000 [z[Mexican 2000 _v]%Mexici=[2000
Dallas Cou 9% 1852810 15% | 2218899 Z3015  24%
Harris Cou 6% 2818,193  18% | 3400578 814693 24%
Tarrant Co 6% 1,170,103 10% | 1446219 27701 16%
Travis Cou 4% 76407 1% | 212,280 175053 22%
Texas 1% #enese  23% | 20851520 5071963 24%
ElPasoCi 0% 591610)  @6% | 679522 47065 BE%
Hidslgo Cc 5% 383545  B1% | 569,463 433,198 7B%
BexarCou 7% 1185394 45% | 1392931 531069 38%
Cameron( 9% 260,120/  77% | 335227 226680 B3%
Mueces o -12% 291,145  48% 313545 113334 3%

Mexican Population over 100,000
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FREEZING/SPLITTING WORKSHEET

Freezing Windows

Saves column and row endings when you page down or across the spreadshest.
Highlight cell to the right and below your desired split; then choose WINDOW

8o, oo T o [0 e P T

dany|sapd G e = DB

. . ENGE..
e e i LR Split Saves Column and Row Headings

Window/Freeze Panes st .

@0 @ raes- | & . ents\cenprecalunelSiTERD. VB Sl exican2000

s - Caldwell County, Texas 29%

- Calhoun County, Texas 0%

Callahan County, Taxas %

Cameron County, Texas B8%

[l Click to the right and below the headings to be frozen  Camp County, Texas 13%

] Total 2000 Mexican2000  Carzon Cqurﬂ'rl Texas 5%

f;i,::sun County, Texnas % Sm;:gg Cass CULIM:,I', Texas 1%

Ladtews Counly, Taxas 13,004 42 Castro Coundy, Texas 36%

Splitting Windows

Creates four windows that can be moved independently of one another.

Highlight

cdl to the right and below your desired salit; then choose WINDOW

Ble Edt Wiew [nsert Farmat Tools Data | Windewe  Help Acrobat
EEERY | sDRY wwke g 36 slE

Arisl 0 k(B FI g;m % %, W

BB Then Window/Split e

(e 0B[E @ - | o py—
B+ =| 2085180 &gmpamg

rEsicenpracoijune |3

12 Click to the Right and Below the Desired Split

3 Total 2000 |Mexican
___l Texas [EEiel s
i.ﬂnﬂersnn County, Texas 55,104

B Andrews County, Texas 13,004
Lﬂ«ngelma County, Texas 80,130
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The four parts can be moved a

d altered independently
Total 2000 hexican 2000 | Yhexican2d00

Yehdaxican 000

17%% 78021 12,5685 17 %
16% 14025 2567 16%
30% 359655 1,172 3%

H% 36 353 3 045 %

3% 74578 5,650 3%
13% 1504 243 13%
% 3995 1455 B%
A3% 4 =9 1,750 A3%
2% 772 2283 2%
Bd% 25975 1.8017 54 %

HIDING COLUMNS/ROWS

1sert |F Tools Data Window Help Acrobat
Z o B

R o | ez Bes o g
O . S EED A

Shest 5 Column b AukoFit Selection
4] fukoFormst. . %Lnels'ﬂmuj.m .
EL s Standard Widkh. .
I R A S
T o [ e e o o

1. Highlight columns or rows to-hide
znine BE % ICEn | ;3 statemesx
I l “acf

un 16% 24,009 10% 0%

oL 10% 17 565 20% 2042 7 B03 9% 0%

0 10% 9,128 7% 9 005 2,440 7% 0%

L 9% 1,852,810 15% 2218893 531,115 24% 10%

ic 8, 5545 16% 5 360 1,472 7% 0%

ou 5% 9,504 5% 11549 1 467 13% 0%

b 7% 3,143 11% 30e7 S0 18% 0%

-
2oL 1 J 1.Click on the row or column you want
% A(.‘,olumns is‘;:rl ::terte but hidden to h| de
4| Titus Coun 0% 2.Use the FORMAT menu to
B | Ochifiron G 0% select either ROW or COLUMN.
B Dollas o 3.Then click on HIDE.
15:3 Ei?:r;cpar(?niu g: X
11| Navarro Ce 0% The spreadshect retains the row and
12 | Shelby Co 0% . ..
13 | Harris Cou 163% column numbering of the origind; you
14 |Hudspeth 1 0% . , . .
15 | Sherman © 0% just won't see the hidden materid.
16 | Tarrant Co 4% .

17 I\Aaller Cou Rt Click on FORMAT/Row or Column to

UNHIDE.
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RANKING/SORTING

Y ou can do the same type of ranking found in Statistica Abstract by using the
Data menu in Excd. Y our columns should be named before you gart the

procedure.

1. Highlight the entire table because it will keep the rows together when the
columns are sorted. VERY IMPORTANT.

2. Click on Data menu in the top tool bar.

3. Click on SORT.

Edt Wiew [nsett Format Took | pata Window Help Acrobat

SH SRy & il

= 10
R =7
5 | @3] Q Favees
2 DB

i TEX00g |
R |

2

3

d o o
|

(]

7

]

3

4, In the pop-up box

17| 1. Highlight ENTIRE table
= (1] pivotTable Repoet. .

Eilter

3

Tabde. ..

Text bo Columns. ..

Corsolidate.
Group and Outine

Get External Data

| = & 8l %
® % 5 Wl B[E
Sart

entshcenprecoljurs 1 3 TEXDOg

a Firg sort — use the pulldown box to highlight a column name; then
choose ascending (A-Z, least to most) or descending (Z-A, mogt to

least).

b. You can choose a second and third sort.

c. ClickonOK.
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1|
2 Son |

B0

22

- d (% | fscending

“Nescendng

| j (% Accending
(" Descending
Iy list has
{* Headsr row " Mo header row

5. 0K

6{ I Canced

E F G

TRANSPOSING ROWS AND COLUMNS

Trangposing spreadsheets (switching rows and columns on the origina to the
oppodite orientation on your spreadsheet) may be necessary if your spreadsheet istoo
wideto print. Geography in rows and subjects in columnsis advisable for many of the
datigtica manipulations with EXCEL.

3 TEX00g
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1. Highlight the entire table.

2.

” Ei|e|§|:|it Wieww Insert Format Tools Data ‘window

0} S\%'Lutndn Chii E 2o
B o el P
Arial R b | |§

: 2. EDIT/COPY or single
nd S QT click on the copy symbol
“ B poste prrrm R R (double sheet of paper) on

= . the toolbar.
aste SEeciEll.,

Paste as Hyperlint:

Fill

Clear

Delete, ..

Delete Sheet:

Move ar Copy Sheet, ..

- % Find... Ctrl+F
[ P Thel
A =] C D
1 Anderson tAndrews CAngeling CA
2 Mot of Hisp 44 071 89786 B3IZZ
3 iHispanic o 3.Click your cursor once
4 hexican 21358 4 347 5533 on undernesth your firgt
5 (Puerto Ric 20 11 27 spreadsheet s0 you will
£ (OtherHisp 1794 194 ____ 200 paste yo%r revised
8 |U.5. Bureau of the Census<BR=1930 Census workshest
q Highlight cell to begin new table )
10 !
11 Make sure there is expansion|room
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. Microzoft Excel
” Eilz | Edit Yiew Insert Format Tools Data Wi

[ = Nanibinds Girld = @|.
Al e $epeat (aEr 7 U |
3 oot Chrl+
Copy kvl
= B paste Al

5. Click on the EDIT menu at the top
and then PASTE SPECIAL.

Paste as Hyperlink

i d - [P
FICIFEWS t
| b
o 9 766
Delete, ..
Delete Sheet 4347
Move or Copy Sheet.., 11

6.  On the pop-up menu, click in the box next to the word Transpose.
Then dick OK.
9786 B3z
i 4347 64533 Paste
] 11 27 = |l I Commenis
1} 12 | Eormulas " Walidation
L 194 SO0 ke Al except borders
ensus<BR=1990 Consus of " Farmaks
Op=ration
= teona " Multiphy
 Agd " Divide
I~ Sibiract
Check TRANPOSE
I Sipbars Tt

Click OK —uJl e |

Cancal ] Pe:::eLirkI

|| File Edit Wiew Inserk Formeb Tool: Dats Window Help Acrobst

Ae = 445 ne S -

DzWESRY tmad o
| id N s Fm o u|E=
i af =) 2. EDIT/IDELETE :
| Ealihl | @ | o €Y Favortes - | G- 7 x| My Documentsicenpraccjune 3kexalb, csv

i}
-0

Elﬂi%, = =i |

-

[y

7. Highlight, edit, and delete

| R e | e e | e e e |

your old spreadshest.

T

i)

9786 G312 14304 7784 1 966

nifgrsan tAndrews CAngeling Cﬁmnsas C-Arther ColAmmstiong Aascosa LAUSTR
44 071 14 468

17,

e =

R

2,138 4347 5433 3,238 166 41 14 Fad 1

20 " 27 15 2 o] 35

1 1 12 i - ~ -
1 794 194 500 foclzte EE|

of the Census<BR=1990 Census of Popy [Dees 4.0
il celis left ™
Mot of HispHispanic o Megican  Pusro Ri | ©/Shift cels up Cone)
Anderson 1 44 071 2,138 2 o Enfie pon® %
12 |Andrews C 5756 1,347 1 ,.‘é;;;;-:-----' . Entire row
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GRAPHS

Although the CHART WIZARD makes graph cregtion easy, you may spend alot
of time fiddling with your soreadsheet and the chart style to make sure you are
representing what you want in the best possible manner. For example, it isvery
difficult to represent al 50 statesor 1% ona  chart and make the chart look

meaningful.
Pie Charts
Good for representing percentages as part of one whole, e.g. federd budget by
broad function.
EHSRY BB o B = A i
ial -0 - B s U|=E==H|8 % , W% =s
il =B 2. Click on CHART WIZARD
[ i (5] | o a Favarites = | Go - | ml iy Documentsicenprecojune 1 3) TEXODL «ds 1' Thae_wa.e t(x) mmy
a7 =] = Dallas County, Texas counties with 1%
Mexican population so
they were grouped as
OTHER.
2. Highlight cdlsand dick
onthe CHART
WIZARD symbol in the
toolbar.
art Wizard - Step 1 of 4 - Lhart Type il b
o A Standard Types | Custnm_Wpes | i
7 |Dallas County, Texas Chart bype: A cmuilf?bgr;tyi?ig-{‘fa'ng?hangn
13 [
w i [
42
135
199
1
- lll, il 3. Choose the type
236 of chart from the
o middle box. The
gg? Texas default is column
% Ecg;;sig;mmn. Corfpares valies scross
264
%ﬁ! Press and hold ko view sample 1
i'q'_-'s'_'!t.')_lr\mmmﬂif

Cancel <Back Nast > Firish 1

L
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3. Once you choose atype of chart, you have your choice of subtype.

= | £ [ | @ Favorkes = | Go - | [F]| ©WMy Documenksicenprecaljune] 31TEX0OL s -
=| Dallas County Texas

hart Wizard - Step 1 of 4 - Chart Type

Standard Types | Custom Types ]

e, Choose T}.rpe of CELg!r‘ITt e

|_|‘_ Calumn =
= e
|4 Line
e

|_ ¥ {Scatker)
M o ‘ OE Y | &

@ Doughrt

@ Radar

Surface b
®s Fajbble

mﬁ_ Skock =l

Fig, Displays the contribution of each value
ko & kakal,

jEE NEXT Press and hold to view sample I

4 R W CRar ), TEX00] /
iy EI Cancel E < Back | Mext = Finish I

4.Y ou can aso choose thetitle, location of the legend (perhaps on
bottom), and data |abels.

Chart Wizard - Step 3 of 4 - l:hurl Options ElE3

Titles 4| Legend ] Data Labeals l Note legend is on side
Chart Hitle) I P — 1
ﬁ:mt af Mexican Populstior ercent of Mexican Fop
E:““'“!' @ Hantis Coury, Teras

Cakeqory (4] axis:
I Can type in title

0 Tanan Gowmby,
Tewms

| 0 Travis Courdy, Texag
Walue (5] axs

Second category (h) axis:

Sacond walue ) axis:

| El Pago Cownty,
Taxag

0 Hidalga Ceanty,
Tawas

& Bexar County, Texas

O Cameron Courty,
Tems

| I | Musser Comty,

_@_J Cancel < Back Mext = Finsh |
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5. You will probably want your chart on a new sheet in the same workbook.

Chart Wizard - Step 4 of 4 - Chart Location HE

Texas Place chart: o w sheet in same workbook?

|.I (% fiz nety sheet:

On spreadsheet?

% " As ghiedt in: | TEx00] =]
E‘ Cancel | <pack e > | ensh ]

6. Finished Product

Fercent of Merxican Fopulation by County

Chart &r

B Dallw Gauray, Towar @ Hanbr Gosnky, Texar O TarambGowty, Texe 8 lraslr Gownty, Texar
W EIFama Gausky, Texar @ Hidalqe Gourgy, Toxar @ Bewar Gouray, Toxar @ GameranGoenty, Tex
® M cor County, Tenar @ Wobk Causty, Texar o Oth or
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Bar Graphs

Fd Microzoft Excel - texiihg

DR &G Y| 2 e 2 &l = lw =e u B2 -
|EE) e Ede wiew fnsert Formot Took Dota window Heb
=] | =| Area
A I 1] I E | (€] I H | J
ea Non-Mexica idexican: 1990 | Total: 2000 | Mexican: 2000

Blexar County, Texas
Harris County, Texas
El Pazo Counky, Texas
Hidalgn County, Taxas
Dallas County, Texas
Carmeron Counly, Texas
Mueces County, Texas:

E51.967

2310993

201 147

1:.1%

W ebbk County, Texas
Tamwanl County, Texas
Travis County, Texas
Lubbock County, Taxasz
Starr County, Texas

Fort Bend Counly, Texas
Ector County, Texas
Maverck Courty, Texas
Brazeosia Courdy, Texas
San Palncio Courdy, Texas
wal werde Counly, Texas

[ [ ] S ] ) i o
o SORRREREN

B

[T b bemting

| oo = & |[aestapes - W OO ] %

E

i Miciozolt Exeel - texliy
|E) Fe Edr Vew Insert Foemst Took chut Window Help

533427
507 276
390 453
AN067T1
27T 922
200 292
............ 139 SEI

118,580 |

1,392 231
2,400 578
679 522
569 463
2218 590
335 397
313 545
193,117

531 D69
814 593
447 065
433,198
631,115
225 80
113,734
145 E59

= | B e

|

IDERaery | in.y|iam 2
=l

0000

Mozican and Tacal Population; 1390

05008

2,000 500

100000

0 Frboaiconc 20

000 300

[C]IPRSLE RPN

.-;

Teans

Boctd Cowmty,  Hitiis Coanty,

Teeas

ElPass ) Hidalgs

Comtp, Teans  Comty, Tensd Taxas

Disflas Caasly,

oty Teand

Cimoten  Meetes Doty

Teaas
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Line Charts

it Type

- u
Immigration by Region: 1820-1970

1200000

1000000

S00000
—— Tzar
—=— Tatal
- Eurape
BO0000 e zin
—=— America
—— Africa
—— Auskralasia
400000
200000
o
‘.
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IMPORTING SPREADSHEETS

Microsoft's Excel is compatible with numerous formets displaying Census data

TIP: When in doubt about choosng a format to download,
choose

XLS
.DBF
.CSV

and make sureyour filename hasthe extension affixed to the

Name

Exce

Comma
Separated
Value

ASCII Flat
Tab Delimited
ASCII Flat
Fixed Width

Database

Lotus1-2-3

Perl

Adaobe
Acrobat

Abbreviation

Xls

.Csv

Ixt
df

dof

wk1

Census Source

CensusDVD
American Factfinder
CensusDVD
Geolytics

1990 Census CD

American Factfinder

1990 CensusCD

American Factfinder

CensusDVD

Geolytics
1990 Census CD

1990 CensusCD

Historical Census
Browser

Variousweb sites

Import Process

Opensautomatically

Opensautomatically
if has extension .csv

Requirescolumn
manipulation

Requires column
manipulation

Opensautomatically
if hasextension .dbf

Opensautomatically

Opensautomatically
but you will want to
eliminate misc. web
frames

Importsdepending on

data’soriginal format

and manipulation with

full Acrobat version;

still requires some
manipulation
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IMPORT ILLUSTRATIONS

ASCII Comma Delimited (.csv)

T ext Import Wizard - Step 1 of 3
The Text \Wizard has determined that your data is Delimited.
If this is correct, choose Mext, of choose the Data Type that best describes your data,
riginal data bype————ASCH-Comma Detimited
Choose the file type that best describes your daka:

& Delimited - Characters such Bs commas o tabs separate each Field,
" Fixed width - Fields are aligned in columns with spaces between each field.

Stark irport at row!: |1 3‘ File Crigin:

Presview of file &:8350E,

Aindomws (ARSI

(A0S0 "48"_ "ol nr e ne e "EIEIEIEIEIE",440?1,2138,20,1,1:‘1

2 l050" . v4gt ropat vt e e w101t 9786, 4347.11.0.19

i"l:IEI:I"l_"4E"l_"|:II:I5"l_""l_""l_""l_""l_"I:II:II:I133"fEEElE{EEEEEE?Elzf

|t 050" . vdge vgoFe v e e e wpgansee 11304 3288157, 2

S lO50" . t4gt . rgngt .t e e e wpganaage 7784 166.2.2.19

6 III:IEI:III II4EII III:I11II nn nn nn nn "I:II:II:IE?4" 1966 41 I:I I:I 14 d

3 | B
Zancel | < Back: | Mext = I Finish |

Text Import Wizard - Step 2 of 3 E l

This screen lets you set the delimiters your daka contains, ¥ou can see
R yaur kext is affecked in the preview below,

Change Tab to Comma
Y

E:|II'|'|I|IEL§,-" & ____________________ [T Treat consecutive delimiters as one
¥ 1ab ™ Semicolon

[T Space [ Other: I_ Text Qualifier: I.. j'

~Daka presiew

050 (48 no1 0o0o0s 44071 (2138 20 ﬂ
n&o (48 no3 000101 9786 4347 (11

050 (448 nas 000133 |g3812 [5533 27

050 |48 ooy 000271 (14304 (3288 15

nto (48 no9 000330 (7784 [1eg 2

nSn 44 n11 00374 0366 |41 ] 555

| | i
Zancel < Back. | Mexk = I Einish |




ASCII Flat — Fixed Width (.txt, .sdf)

Text Import Wizard - Step 1 of 3 HE

The Text Wizard has determined that wour data is Fixed \Width.
If this is correck, choose Mext, of choose the Data Type that best describes yvour data,
o ASCII Flat - Fixed Width
rCriginal daka bype
Zhoose the file bvpe that be
" Delimited :
CF

escribes wour data:
racters such as commas or tabs separate each field.
- Fields are aligned in columns with spaces between each field,

Start import at row: |1 3‘ File Grigin: I'-.-'-.-'indcuws (AMST) j

Preview of file &:A85FL,

.....

| 1|05048001 ooooos 44071 2138 il
205048003 ooo1ol 9786 4347

|3 |05048005 000133 £3812 5533
1405048007 oooz7l 14304 3288
505048009 0oo3zo 7784 166
El0S042011 nooayd 1966 41 B
] | 2

Cancel | < Back | Mexk = I Einish |

Text Import Wizard - Step 2 of 3 HE

This screen leks vou set Field widths (zolumn breaks),
ASCII Flat - Fixed Width

Lines with arrows signify a column break.
To CREATE a break line, click at the desired position,

To DELETE a break line, double click on the line.
To MOWE a break line, dlick and drag it.

You can move the column breaks

~Data preview
L 1 ]'II:I 1 2II:I 1 3II:I 1 4I:I 1 EII:I 1
5048001 oooons 44071 2138 Eil
n5043003 oooinl 9786 4347 1
N5043005 oon133 63812 5533 2
nso48007 oon27l 14304 3288 1
n&048009 o0n33n0 7784 166
NE042011 nooayd 1966 4] B
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Cancel | < Barck | { Einish |




ASCII Tab Delimited (.Ist)

#2 American FactFinder - Netzcape

File Edé ¥View Go wWindow Help

Detailzd Tubles » Dawmload Image from American Factfinder

Data Set: Census 2000 Sumenaty File 1 (3F 1) 100-Percent Data
Tables: PCTLI. HISPANIC OR LATING BY SFECIFIC ORIGIN [31] - Universe: Totel population

® Format T Comne delimited - spreadshest format Ceev il

* Tab delimited (st file)

[T Transpose RowsCohunns

Text Import Wizard - Step 1 of 3

B B3
The Text Wizard has detarmined that your daka s Delimited.

If this is correct, choose Mext, or choose the Data Type thak best describes wour data
—Original data bype

Choose the ﬁ'IE type khat best describes wour data:

; - Characters such as commas or tabs saparate each Fiald,
(" Fixed l.-wcl:h - Fields are aligned in colurmmns with spaces betwesn each Field.

Start import ak row: El E‘ File Crigin: i'-.-‘-.-'indaws {AMSI) j

Preview of File C2\y Documentsicenprecolimporbsibex00z. sk,

You will need to page down past the headings
to see if the columns are aligned correctly
T1ll. HISPANIC OR LATINO BY SPECIFIC ORIGIN [

: Census 2000 Summary Fils 1 (SF 1) :LGIJ- (

srocent
Foxr 1nf_|:lrn.at1|3n o confldﬂntlallty prDtEl:tlD

| | i
Cancel I < Back I I MExk = I Firmish i
Text Import Wizard - Step 1 of 3 7| x|

The Text Wizard has determined that your data is Delimited.

If this is correct, choose Ha:d:?ou s neet??tal:mnge‘_ﬁ'lh?t describes e any uiﬁ:tal'n
original data bype

correct column breaks
Choose the file bype tHat besk.describes vour data:
[+ DB|IITII|:EI:|

" Fixed wi - Fields are ali

as commas or kabs separate each Field.
in columns with spaces bebween each Field.

Skark impork at rowe [o =] Fleorigin:  |Windows (AnST) =l

of File C:\My Documenksicenpreco’importsitex00z. Ist.

f "

"1 "Texas"1"Ander=s=on County, Texas"[l'"Aindrews County. il
10" Total: "1"20_ 851 _820"§"55.109"1"13. 004" 1"8B0, 130" g"22.4
"Hot Hispanic or Latino" i 14, 182 154"1"48 404"3"7. 802"
"Hispanic or Latino:"1"6.66% 666"1"6, 705"1"5, 202" 1"11.
13|"Mexican"1"5.071, 963" 1"3,480"1"4,235"1"9_366"1"3.281"1
14["Puerto Rican"1"69 504" 1"S88"g"6"0"°52"1"35"0"3"1"4"1"46
d_f Page down the preview to see if the breaks are OK

Cancel E < Back || hexk = I

*
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Text Import Wizard - Step 2 of 3 EdE3 I

This screen lets vou set the delimiters wour data contains. You can see
howw wour text is affected in the preview below.

~Delimiters
M Tab [ Semicolon

I Space [ Other: |
Looks funny but should line up OK

| I Treat consecutive delimiters as one
Ir- "I

I Comma
Text Cualifier:

“Data preview
Texas= lAnderson County, Texas Andre jl
: 20.851,820 |55,109 13,00
ispanic or Latino (14,182,154 |48, 404 F.802
ic or Latino: 5,669, 666 |6, 705 D, 202
S.071.963 |3.480 4,235
i e 59 S04 a8 ) =
=l I
Cancel I Finish E

| 'l tex002.Ist

i A =] L B E F [
1 Texas tAnderson Andrews CAngelina CAransas ©Archer Col
b Total: | BERE | 55,109| 13,004 80,130 22 497 5,854
3 | Mot Hispan SRR 43 404 | 7 o802 ,534: 17 926 8,423:
4 |Hispanic o 6 BES 666 | 6,705 5202 11,496 4 571 4317
5 |Mexican (5071983 ~ 3480 4235 9366 3281 244
& |Puerto Ric 59,504 84| 5] 52| G ] 3|
7 |[Cuhan 25 705 101 1 26| 14 1!
& |Dominican 4,236 2 0 1 a 0
8 |Central A 146,723 151f 1 'IEEI 11 2
10| Costa Rics 3,302 0| ] 2 1] 0|
11 |Guatemals 18539 46| 1 8| a 1]
1Z |Honduran 24,179 23 0 11 7 0
13 [Micaraguan 7 A57 o ] =1 2 0|
14 |Panamanic 7,076 3 0l 5 0 1

Database File (.dbf) — imports directly

F Db.dbf

Al|B C O E F G H | J
1 SUT!ST CHTCOUS PLACETRACTIEB LOGRE POD20001 | POOS0002
2 05048 00 Q00005 44071 2138
3 |05 04 8003 aoo1o
4 (40 50430 05 a0
5 (00 05 048 007 a0
B 27830 5048009 oo 330 7784
7 9 050 48011 Database Format@mpons Directt%m 1366
2 1405 048013 a3 14455
4 |1 3790 50450 15 A&7 17758
10 1 60 05045 017 023 4324
11 1510504 8019 atal] 9330
12 12 15050 48021 o
13 1 4  BI05 0458023 G
14 |1 280 50480 25 1]
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Historical Census Browser — perl (.pl)

1. Useyour web browser to saveasALL Files

Save As._.

Save i I 5] hisbrows

= ol =l o5

ed40.pl [ his2 [ hiss
[ his1 [ his20 ™ hisg
[ his11 [ his3 v - .
- . Se your wel rowser to
% ::z:g % ::z; SAVE AS All Files
[ his14 [ hisE
i i Automatic exten n is .pl for perl
his19 his7
File name: IeddD Save I
Save as lpe: IAII Files [~.7] - ;I Cancel I

=

2. Open up EXCEL; look for ALL Files; then .pl extension

Dpen

Laok in: ]|:| hisbrows

o] o0, ™ his3
E hizl ‘0:!‘34
[ his11 i
Ehlslz
r__’_ih|513
his1g
Fléhiﬂs
[ hisie
{ hisz
 his20

=l = &l

Open in EXCEL as "All Files™

.pl refers to Historic Census Browser

Find files that mabch thi

File mame: I

=] Text or properzy: |

Files of type: [all Fles

=l Laskmodiied:  Jany time

17 fle(s) found,

3. Spreadsheet opens up immediately but you may need to delete some

1 ) | el NG Favorkes =] Go

miscellaneousrows at the top.

3Ty L

=l wterpree i u.pl =

=| 15467

Spreadsheet opens immediately

J |

NI MALES 75 YEARS OF AGEAND|  NO. HO. || HNO. . | || number
: _ OVERWITH. | MALES || MALES [[FEMALESI|[FEMALES! FEIIN.ES HALES 25| 25 yaard
H 51039 25495 | 23551 | Eog4n | A0S | 1ggss | 75040 7
H 57 338 18531 | 15955 | Sioos | 25722 | 15454 | Si7.7e@ 7.
E S0EI7 7012 | 17563 | dzE0l | zopEr | 21436 | 40821 7.
E 37 255 rEN | 12462 16,563 21,352 2,122 431,462 i
[ 58,330 S0019 | 27037 | 52401 | 43050 | 33475 | 744820 7.
E 52 046 22E93 | o0505 | 65569 | =3404 | 18455 | 654560 7.
v 38273 20579 | 18117 | 46581 | o6.265 | 13048 | 475979 E
[ 55 AGG SE002 | 31 A6G &7 350 52 B2 35570 | E12A57 .
[ 48 506 Z2E20 | o4pd5 | erBis | @en0s | 1827l | sesges B
] 15,168 538 | 6714 | 0305 | 16531 | 4924 | 176115 8.
i B4 402 29390 | 26203 | ohor0 | A2275 | 0413 | 7ar e B,
= 59 597 20530 | 32997 87,285 0212 25 537 E72.169 &
H 4E 17 20529 | 32530 | 7EEe0 | 53135 | 17741 | G#er07 g,

REFGH 0020 | reos | ssgde | 16301 | 5417 | 181460 10
] CENIEE] 40729 | 21583 | 128416 | Bl 243 | 29077 | 925818 ili]
] 13872 7384 | Govz | 16240 | o148 | 4819 | 12352 ]
W 121,155 G260 | G20@d | 166824 | Grp01 | S5O0z | 1,116,544 10z
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Adobe Acrobat (.pdf)

See How TO EXPORT A TABLE FROM A PDF FILE INTO A SPREADSHEET
<http:/mww.library.mcgill.caledrs/services/publicationshowto/PDFtoX L SPDFtoExcd .html > by Tira
Cohene and Anatassia Khouri for instructions on preparing pdf filesinto ANSI text.

Page down past the column headings, which could throw off your import.

[ e B
- Step 1 of 3 =

B . T ot
The Text Wizard has determined that vour data is Delimibed.

- | B IF this is correck, choose Next, or choose the Data Type that best describes your data,

(original data bype -
.G‘mmﬂmﬂatwethatbmmnbesmdm |

wearite ‘ FEE-.EE] dwmum%umnrbuhsmmuﬂﬁﬂd

B Startimport akrow: 1 =] File Origin: |wndc-m (AMST) =l ﬂ
;

These are table headings
Previews of file CiMy Documentsicenprecolstababed. b, layered in rows

PHIiss0nnneznooy ‘,..f"" il

IHot ajHighlBachelor” zldegresjor morel lHigh)

4] | -

Cancel I < Back I Maxt > I Finish I
1

Page down to actual table '

Importing a Row 9 rather than the beginning will probably work.

Text Import Wizard - Step 1 of 3 EE

The Text \Wizard has determined that your data is Delimited.
If this i= correct, choose Mexk, or choose the Data Type that best describes your data.

original data bype
Choose the file bype Ehat bast describes vour data:
% Delimited - Characters such as commas or tabs separate each field,

O Fixed wadth - Fields are aligned in columns with spaces between each Fleld

Change import to begin at row 9 .
08 PO mport at rove: ~a [l 2 Fle origin: EWlndnw; (ANST) =l |

Column breaks look right beginning row 8
Preview of file by Duumnts'l,cerueta'l,s\kitdn:l.txt.

8 \i |
IFEnited::Statesy o ol i 124 8075 . 2120 3013 . 107 201 _|
i0
e e S ] Rolcha b [l ot i) |
SOl e e T B e e B T (] |
i 121 3178 7020 30~
1 | >

Cancel [ < Back | Mexk = I Einish i




Text Import Wizard - Step 2 of 3 EE l

This scraen |ets you set the delimitars vour daka contains, You can see
bt your ket is affected in the preview bebow,
e I Treat consecutive delimiters as ane
b Tab I Semicolon ™ [ Comma
[ space [ Other F Text Qualfier: | ¥
Preview looks good
Data praview:
nited States. . . . . . . . 4.8 75,2 [20.3 13.jt
labama. . . . . L L . 33.1 |66.9 |15.7 |10,
laska . . . . . . . . . . . . . . . .\13.4pB8.6 23.0 |15.
TIZTON&. . . . . . . .. ... 21.3[FE.T DG LE.
rkansa 33 7 66 3 03 3 13 9«
d
Cance| |

If the text doesn’t wrap correctly, you may need to run it through the Acrobat Didtiller.

Text Import Wizard - S5tep 1 of 3 HE

The Text Wizard has determined that vour data is Delimited.
If this is correct, choose Mext, of choose the Data Twpe that best describes wour data,

riginal data tvpe

Choose the File tyvpe that best describes vour data:
) d' - Characters such as commas ar kabs separate each Field.
" Fized width - Fields are aligned in columns with spaces between each Figld,

Skark import at row: |1 5" File Crrigin: IWindows [AMNSI) j

Data wraps strangely
Preview of File C:\Mw Documentsicenprecalyvanbur . bxt,

|11 Gtatellll1FPopulationl l 1Housing unit=11111990 area mleasﬂ
|2 CountvIIILIDNN D ITotal arl I1landlarezalPopulat ion lpern
|3 ountylSubdivisilonl 11 (NN NEEE RN |

|4 Flacel 1193011920019 1990019300197 0015quare kilometer
ISuscola CountylInColan TRIRRLIRNNNRNNNNNI
Elatertownltoynshiol 12 13212 12211 E26R7a507051528085 3 ]

-

H

Cancel = Back I Mext = I Einish |




ASCII (FLAT) — Manipulating with Textpad

Excd has a limit of aout 250 columns ad 65,000 rows. Some of the files
avalable from the Census Bureau via ftp are too large for both EXCEL and Microsoft
Word. If you need to cut them into smdler segments for spreadsheet manipulation,
congder using Textpad <http://www.textpad.conr>.

xl TestPad - [C:ATEMPualgeo,ufl ]

(il Fle Edt Seaich Yiew Jook Macror Configus Mindow Help I = |
Josaaens)beocma=10y i@ @R en W]

: ———aIxf [ wSFl ALLDI0OD00 007355336630106514930162510999995990004010011016 999
el | vSEL AL10100000 D07355436630106514330152510999935330004010011017 992
: wSF1 AL10100000 007355536630106514930152510954995930004010011018 543
wSF1  ALLD100000 007355636630105514930152510929999990004010011019 999
wSF1  AL10100000 007355736630106514930152510939395330004010011020 99
wSF1 AL10100000 00735593663010651493015251093999%990004010011021 959
wSF1 AL10100000 007355936630106514930152510999999930004010011022 993
wSF1  AL10100000 007356036630106514930152510999995330004010011023 993
wSF1  ALLD100000 00735613663010651453015Z510999999990004010011027 999
wSE1  AL10100000 007356236630106514930152510999399990004010011028 999
wSF1  AL10100000 007356336630106514930152510959995990004010011029 599
wSF1 AL10100000 00735643663010651493015Z510939399930004010011030 993
wSF1  AL10100000 007356536630106514930152510999999990004010011031 999,
wSF1  ALL0100000 007356636630106514930152510999995990004010011032 999
wSF1  AL10100000 007356736630106514930152510599999990004010011033 999
wSF1  AL10100000 007356836630106514930152510999995990004010011034 999
uSF1  ALL0100000 007356936630106514930152510929399990004010011035 999
=& | ©SF1 ALi0100000 007357036630106514930152510999339930004010011036 999
= wSEL  ALLO100000 0O735F136630006514930152510999998990004010011037 999
AHSI Characts =l | uSFi AT10100000 D07357236630108514530152510599395990004010011038 99

oA

= ] - wSFL ALIO100000 0073573266300065149301525109%999999000401001203%% 949"
£y i :I wSFL  ALLDIOODOD  DO7357436G30R06514 2301525109999 3900040L0011073 999"
15 B wSFL  AL10100000 00735753663010651493015E5109%9999330004010011074 999"
a5 £ wSFL  ALLO100000 O0O?3ISFEIGEI0L0ESI493015Z51095999%990004010012075 959"
47 & wSFL  ALLDI00000  DO73EF7266I0L065149301C2510999902390004010011078 999"
1 h wSF1L  AL10100000 0073574266300 065149301525109%999999000401001107% 949"
k) s wSFL  ALLRLOQDOD  DOF3ISFIIGEIQL0ES14930L525100F99093900040L 0012081 399"
a0 [ wiFL  ALIOI00000 DO735B036630106514930152510%%999%390004010011082 299"
I i wSF1L  ALLO100000 0O?35B136630006514930152510959995990004010011083 959"
a3 . wSFL  ALLDIOODDD  DO7ICEIZEEINA0ESI49230ICZS10%999099900040L001108 999"
53 R wSFL  ATI0100000 00735E32EE30L0651493015E510999999990004010011085 999"
& uSFl  ALLO100000 0OP3SE436630006514%3015251055999%990004010012088 99
ds . J |‘|.1:E'1| AT A ﬁil'll'llﬁﬂl'l NMORACOCALCTINEANCCS A DINACTCANOOTIQDOTANOMREANE Okd £ 06T D'I‘)i'_l
. = ¥

Ultimately openslikethisin Excel

.8 |usF1 AL0405800 5366301 1.75E+10 4514633552 AN 222405
.8 JusF1 ALO405500 93667501 0 0Alabama AN a
0 u=F AL0406400 10366301 | 2 86E+H19 166613445 AN 1157008
T usFT ALO406500 11366301 0 0Alabama AN a
2 usFT ALO406E00 125366301 0 0Alabama AN a
13 | usFT ALO406700 13366301 0 0Alabama AN a
14 usFT AL0406E00 14366301 6.94E-+05 112857800 AN 441735
15 | usFT AL0408300 15366301 5.53E+05 30885804 AN 359754
L16 JusF1 AL0407000 16366301 1.01E+HIS 50657065 AN Ja5457
17 JusF1 AL0407100 17366301 0 0Alabama AN a
18 |u=F1 ALO407200 15366301 4.09E+10 257448462 AN 1951953
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USING EXCEL FOR FLOOR PLANS

:|Fgrmat Tools Daka Window Help  Acrobat

[ St | B[ ® [T £ 8 1. Highlight the ertire teble

EEL'E'"QE column width

-

— M| - -

- y .
Sheet To 1.75 ButoFit Selection
] AutoFormat Hike
utoFormat. ..
i E ditional F EEi Unhide
onditional Formatting. ..
= d Standard Width. .

Skwle, ..

[ (CONTROL-A.)
2. Format/Column — change
columnwidth to 1.75

Format Tools Data Window Help

[H 1 JaTe[L[m][u]o]P[a]r 5 [ T

[ U |
3. Changetherow
heigi 0 14
Row height;
[a] 4 I Cancel I

|| = A 2] E) M

o= ] .
=E=H|s % ., B3 |[=6

4. Highlight cdlls; then
choose

1. Highig e

ID=E S 145 ¥ BE-F|o -~
| nsial = 10 = | B JF U =
Format Celis 7] =<
niumbsar ] Algnment I Fomt __Border | Patbarns ] Frotection |
Prosats 2. Cheose Border _, .,
Lo Duthg e Insids | ———
Border 3. Choose of Border e ———
Teut Teut e
o | e —_
Text Text
=) |1 1| il
The selecked border style can be spplied by clicking the presets, preview
dizgeam or the butbans abawvea.
4. OK
[l I Cancel

Format/Cdls/Border.

5. Color parts of floor

plan by highlighting
cdls, then choose

Format/Cdls/Patterns

http://mww.lib.umich.edu/govdocs/census2/xIguide.pdf

Grace York, University of Michigan
May 2, 2002
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