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How to usethe FIND and REPL ACE functionsin
Excel?

When working with Excel spreadsheets with big data, finding and replacing data cellsif you do it manually will
be very time consuming.

1. How to use the FIND function - Search in Excel tables.
Step 1.

First of al, open the Excel spreadsheet you need to work.At the Home tab on the Ribbon, we left-click the Find
& Select item.Then continue to choose Find or press Ctrl + F.
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Step 2

Immediately after that, the interface of Find and Replace dialog box appears in Excel.Here, you will enter the
word or datato search in the Find What box.For example, | want to find the location of the number 45.
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Step 3:

In this next step, we will have two options to perform.
a) If you choose Find Next

This means that | will search for each metric one by one, the word requested, and the result will display the
position of the number 45 in turn.

Thefirst position of the number 45 will be in column B4 in the data table and be framed.

If we continue to click on Find next, the next position of the number 45 in column C6 as shown in the picture, is
also framed for easy identification.

Y ou continue to perform the above operation to find the remaining values ??2n the spreadsheet.
b) If you select Find all

This will aggregate all the locations from which the word we want to find and the statistics right below for you
to know.

The result will be the two positions of the number 30 in Excel worksheet, in Book 1 and Sheet 1. When you click
on acertain line, immediately there will appear position 30 in the table is also framed, for example. like B4.
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2. How to use the REPL ACE function - Replacein Excdl.
Step 1

We also open the working Excel file.In the Home tab, click Find & Select but select Replace, or press Ctrl + H.
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Step 2

The Find and Replace dialog box appears.Y ou type the word to be replaced in the Find what box and type the
replacement word in the Replace with box.
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The replacement of words and figures in Excel also includes 2 different options.

Step 3:

a) If you select Replace

If the user needs to replace each location with different numbers then click thisitem.

As shown in the figure, | chose Replace to replace the two positions 45 in the table in B4 and C6 respectively.In
position B4 has changed from 45 to 30.
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Y ou continue to follow the above operation to replace the numbers and other charactersin turn.

b) If Replace All is selected

If we need to replace all 1 numeric values, characters with 1 number or another character then click thisitem.



Here, | will replace the number 45 with the number 30 at al positionsin the data table and click Replace All.

The result will be the data table changed number 45 to 30 with two positions B4 and C6 as shown below.

HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW Phuo
X |[n -l13 - : f Insert >
BB- B I U- AL
A tirmut'
Cl Alignment Mumber Styles Cells
- £ | 30
A B c D E F G H I

Tim kiém va thay thé trong Excel

Loai hang Théng 1 Thang 2
4 Vai thd 30 50

s | Vailen 15 55

6| vainhung 39 30 |
7
]

m | ketoanducminh.edu.vn

Above is a detailed tutorial on performing search and replace operations on Excel spreadsheets.In this way, we
will quickly find and replace values ?2with just a few simple steps.Besides, you can also choose to find or
replace each value or the entire value in Excel data.

Go To Specia - Find and Replace in Excel

You can use the Go To Specia feature to quickly select all cell formulas, comments, conditional formatting,
constants, data validation, etc. For example, to select all cells with formulas, perform the following steps. .

Select acdll.

On the Home tab, click Find & Select, Go To Special .
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Note: Formulas, Comments, Conditional formatting, Constants and Data Validation are shortcuts. They can be

found under 'Go To Specia’'.
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Note: you can search for cells whose formulas return numbers, strings / text, Logic (TRUE and FALSE) and
errors.A check box isalso available if you select Constants.

Excel sdectsall cellswith formulas.

17 - F | =AVERAGE(C2:C15)
A B | ¢ | b | E

1 Car Model Price Top Speed
2 Porsche Carrera 5593 288
3 Aston Martin Vanguish 51,397 267
4 | Ferrari Spider 5448 363
5 Lamborghini Gallardo 52,569 342
6 Maybach Exelero 52,638 256
7 Ferrari Enzo 5223 359
2 Ferrari F50 $1,553 296
9 |Lamborghini Diablo 5891 321
10 |Aston Martin One 51,675 273
11 Porsche Cayenne 5929 253
12 |Porsche 911 52,669 263
13 Lamborghini Aventador 5732 292
14 Ferrari Maranello 5666 336
15 |Bugatti Veyron 51,642 375
16

17| Average |  $1,330 306]
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Note: if you select a cell before you click Find, Replace, or Go To Special, Excel will search the entire
worksheet. To search in adata area, select that data areafirst.

The above are tips to help you use the Find and Replace function in Excel.

Y ou finished reading the article "How to use the FIND and REPL ACE functionsin Excel?" edited by the
TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for
similar articles on tips and guides. Thank you for reading and for following us regularly.
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