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The ability to understand and use the functionality of a spreadsheet is quickly 
becoming a lost art. Because of this, many businesses are spending a lot of 
unnecessary money to rent prospect and customer contact lists and information 
that already resides in their company database; they just don’t know how to get 
it out (export it), properly format it to work with other technology tools (format 
the spreadsheet), and use it to help grow their business. 
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A properly formatted spreadsheet is one of the most effective and important 
database and marketing tools you can have in business. Often a 
spreadsheet is the definitive back up when technology goes on the blitz. 

A properly formatted spreadsheet allows you to easily transfer a large 
amount of contact records and data between technology tools.   

This spreadsheet training guide will explain a few of the commonly needed 
spreadsheet tasks and functions a business can and should use when 
dealing with spreadsheets. 

 

Spreadsheet Management - General Guidelines 
• Put processes and technology in place in your business that allows 

information on customers, prospects, and referral partners etc., to 
flow easily into a spreadsheet. 
 

• Always choose tools and programs that will allow you to easily export 
(download or extract) and import (load) data found on a spreadsheet 
into the system. (If you need an effective data management and 
marketing technology tool, we recommend you take a look at the low-
cost “Data and Marketing Super Center from Inspire a Nation 
Business Mentoring)  
 

• Before you choose a data management tool or program, inquire 
about the exporting capabilities and the mapping capabilities to 
upload information.  
 
 
 

http://www.inspireanation.org/Data-Super-Center
http://www.inspireanation.org/Data-Super-Center
http://www.inspireanation.org/Data-Super-Center
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Important Spreadsheet Terms and Functions 
 

• Header Row – Usually the first row (left to right fields) of a 
spreadsheet. It has columns (individual cells such as First name, Last 
Name, etc., that run left to right) that identify specific pieces of 
information and data. 

 
 

• Ribbon – Tabs along the top of a spreadsheet with specific functions 
under each tab 

 
 

• Delimiter – How information is separated in a row or column.  I.E. 
space, comma, tab, etc., 

 
 

• CSV (Comma Delimited Values) – The text only version of a 
spreadsheet. While a CSV has most of the basic formulas of a normal 
excel spreadsheet, it is considered more secure because it doesn’t 
have potential virus carrying code such as macros, picture files, and 
html code. It is easily opened and read by most technology tools that 
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accept spreadsheets. Many technology tools will only allow you to 
upload a CSV spreadsheet.  

 
 
 

• Sort – Arranging information in alphabetical, numerical, or 
chronological order from lowest to highest or highest to lowest 
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• Custom Sort – Located under the sort tab, allows you to arrange 
information on a spreadsheet using the column headings along with 
the ability to add different levels of sorting. 
 

 
 Mapping – Matching fields (labels) in spreadsheet with another program so 
the information inside of the field in the spreadsheet can efficiently import 
into the program   
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Common Spreadsheet Tasks and Functions 
 

Name and save a spreadsheet:  
1. Right click on the current spreadsheet name 
2. Type a new spreadsheet name 
3. Click anywhere on the spreadsheet 
4. Under “File” tab click “Save as” 
5. Always save a back-up copy of a spreadsheet as a CSV 

 

 (Always make a copy of the original spreadsheet when making 
modifications to an important spreadsheet)  

 

Change row heights or column width (Gets rid of ### symbols):  

1. Place cursor between cells until you see an arrow 
2. Click, hold and drag to the new desired height or width 
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Freeze the Header Row - Always lock the header row when working with a 
spreadsheet that you will need to scroll up or down to view the data. 

1. Select the “View” tab on the ribbon 
2. Select “Freeze Panes” 
3. Select “Freeze Top Row” 

       
 
 
Sort data based on the main information you will want to use in the receiver system: 
(email, address, dates, etc.)  

1. Highlight ALL of the columns to be safe. This guarantees that all of 
the information stays properly associated with the right contacts. 
(Click the upside down pyramid between A:1) 

 
 

2. Go to the DATA tab and locate SORT. (You can also custom sort 
from the home page) 

3. Choose the first level of sort you want 
4. Add levels of sorting as needed 
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Remove Duplicate Information – Often spreadsheets are filled with duplicate 
email addresses, physical addresses, and other duplicate information. Use 
the steps below to quickly remove duplicate information. (Caution: 
Removing duplicate first and last names can cause you to remove 
important information. Be cautious!) 
 

1. Highlight the entire spreadsheet 
2. Under the “Data” tab click “Remove Duplicates” 
3. Click “Unselect All” 
4. Click “My data has headers” 
5. Select the fields that you want to check for duplicate information 
6. Important! Double check to make sure you removed the correct 

information.  
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Format Paintbrush – This function allows you to easily copy and apply the look and 
formatting to different text and areas of a spreadsheet 

1. Click the column, row, or cell that contains the formatting you want to 
copy 

2. Click on the paintbrush and you will see a highlighted line around the 
selected area 

3. Choose the cell(s) you want to change to the chosen format 
4. Double click on the paintbrush if you want to apply formatting to 

multiple locations in the spreadsheet 

 

 

Wrap Text: (Text is too long for the column or row) 
1. Highlight Cell 
2. Right Click 
3. Format Cell 
4. Alignment 
5. Wrap Text 
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Insert a column or row 
1. Right click the column to the RIGHT or the row header BELOW 

where you want the new column or row to appear 
2. To add more than one row or column, highlight the same number of 

columns or rows as the new amount you want to add 

 

 

Auto Fill & Auto Fill a Series 
1. Enter the first value and use the fill handle (bottom right) to continue 

the series 
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Auto Fill a Series 
1. Enter the first two or three values in cells 
2. Use the fill handle (bottom right) to drag and continue the series 
3. If Excel recognizes that the information in the cell is usually part of a 

series (I.E. a month, or number sequence) it will automatically start to 
fill it in. 

4. Use CONTROL and the fill handle to repeat the values in a series 
 

Pick information from a drop down list: 
1. Right click on any empty cell in a column  
2. Choose “Pick From Drop Down List” 
3. A list of existing values within the column will appear 
4. Choose the information you want and it will fill into the empty 

cell 

 

Format Date of Birth to import into a program: 
1. Identify how the program you want to import birthday’s into is setup to 

read birthdays 
2. Right click the column header that contains the birthdays 
3. Choose Format Cells 
4. Choose Date 
5. Choose the date format that matches the program you are importing 

the spreadsheet information into 
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Text to Columns (Splitting information) 
1. Insert the number of cells you think you will need to the right of the 

column you are going to split 
2. Choose column header of the information you want to split 
3. Choose Text To Columns on the DATA tab 
4. Choose delimited and next 
5. Choose the delimiter that makes the information in the preview box 

look the way you want it to and click finish 

 
 

6. Click “next” and “Finish”. The Last Name will fill into the empty 
column on the right. (Important: if you didn’t choose enough columns 
to hold all of the new information, start over, Do Not Save!) 
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Mapping (Importing and Exporting):  
1. Make sure the spreadsheet you are importing is saved as a CSV 
2. Open the program you are importing spreadsheet into 
3. Locate the spreadsheet you are importing through the programs 

browse function 
4. Choose how you want to handle duplicates  
5. Choose the file within the program that the spreadsheet information 

should import into 
6. Once the mapping tab opens, match the information in the field on 

the left with the names of fields on the right. This is the field that the 
spreadsheet information will transfer into 

 

 

 

 

 

 



Inspire a Nation Business Mentoring     www.inspireanation.org 
 

Inspire a Nation Business Mentoring     www.inspireanation.org 
 
 

Sorting Dates in a Spreadsheet 
Sorting dates in a spreadsheet is one of the most commonly used 
functions. Usually you will simply use the “sort” function and list the dates in 
ascending or descending order, but we also want to show you commonly 
needed but rarely used date functions 

Extracting a “day”, “month”, and “year” from a date field – There are times that 
you will need to have the day, month, and year information in separate 
columns. Here is how you do it: 

1. Select a cell, for instance, C2, type this formula =DAY(A2), 
press Enter, the day of the reference cell is extracted 

 

2. Go to next cell, D2 for instance, type this formula =MONTH(A2), 
press Enter to extract the month only from the reference cell 

 

3. Click at the next cell, E2, type this formula =YEAR(A2), and 
press Enter key, the year of the reference cell is extracted. 
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4. Select the day, month and year cells, in this case, C2 through E2, 
and drag the auto fill handle down to fill formulas to the cells. 
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Note: If the individual cells return a weird result, change the cell to a number format 
instead of a date format by right clicking on the cell and selecting Number. Make sure 
the Decimal Places is “0”.  The cell will show the extracted number. 

 

 

Combining Month, Day, and Year into one Date Column 
This is a simple technique, but it can prove very handy when needed. 

 

1. Select a blank column and type the formula =DATE(Year 
Column,Month Column,Day Column) Using the picture above the 
formula would look like this =DATE(E2,D2,C2) 

2. Double click the fill handle on the bottom right of the highlighted cell 
and the formula will automatically fill all the way down the column. 

3. If the number in the combined date column doesn’t look right, make 
sure the column is formatted as a date and not a number or text 
column. 
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Show “Month Name” from a date – There are times when you will need to not 
only sort a date by month/day/year, but actually show the month name in a 
column by itself. We see this quite often when there is a need to sort a 
spreadsheet by labels such as “Jan Renewals”, or Oct Purchases.” Here is 
how you do that! (Use a similar formula for day or year, simply replace 
“mmmm” with “dddd” or “yyyy”) 

1. Insert a new column and header to the right of the date column you 
want to split and re-label 

2. Click in the first empty row of the new column you inserted 

3. Type in the following formula starting with the equal sign: =text(cell 
reference,”mmmm”) 
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4. Cell reference is the cell address that contains the date such as A2, 
A3, etc. 

5. Once the name of the month is inserted into the new column, move 
your curser over the bottom right corner of the cell that contains the 
month name and drag down the column. This will update all of the 
fields in the column with the formula and put a month name in all of 
the rows. 

 

 

Add (Append) a word to text in a column – Sometimes you need to add an 
additional word to a column of text. Example: Your column has the word 
Mickey and you need it to say Mickey Mouse. 

1. Insert a new column and name the column 

2. On row two of the new column use the append formula =cell&” Word” 
(Cell = the cell that contains the original word, Word = the new word 
you want to connect, e.g. A2 = Mickey, Word = Mouse) 

3. Double click the Fill Handle to apply the formula to the entire row 
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Obviously we can’t go over every spreadsheet function and tasks, but 
these commonly used tasks should be of a benefit to you as you use a 
spreadsheet in your business. 

Along with our excellent small business mentoring programs, here are 
some additional resources and programs Inspire a Nation Business 
Mentoring (www.inspireanation.org) provides: 

 

 

The Data and Marketing Super Center CRM – The perfect blend of data 
management functions and marketing functionality in one low cost, easy-to-
use, web-based system. 

http://www.inspireanation.org/Data-Super-Center 

http://www.inspireanation.org/
http://www.inspireanation.org/Data-Super-Center
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Features of the Data and Marketing Super Center Include: 

Database and Contact Management – Contacts can automatically add 
themselves to the system by calling the provided marketing phone number, 
text messaging into the system, or completing one of our predesigned 
landing pages/forms. 

VoiceTouch Automated Receptionist – Never miss an important call; 
Perfect for small businesses that want the “hotline, message tree, and call 
transfer” phone features and functionality of a top 100 company, but 
without the cost!  

Dedicated Business Phone Number w/Unlimited Extensions 

2-Way Text Message Functionality 

Lead Capturing Landing Pages 

Web Forms to Collect Contact Data 

Drip Email/Autoresponder Functionality 

Video Email Feature 

Social Network Connector – Instantly connect with your contacts 

Professionally Written “Fun Facts” Monthly Newsletters 

Google Calendar Integration 
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Built-in “Deals Tracking and Reporting” Feature 

And More! 

 
Please take a moment and review a PDF that overviews the services and 
products we provide at Inspire a Nation Business Mentoring -
 http://bit.ly/ianservices 
 

Check out our upcoming live workshops (some with continuing education 
credits for insurance agents and adjusters), free webinars for small 
businesses, and our free 10 Minute Business Mentor Video Newsletter. 
www.inspireanation.org 

 

 

 

 

 

 

 

 

 

 

http://bit.ly/ianservices
http://bit.ly/ianservices
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The revolutionary new E-Book “How to Make Your Business a Magnet for 
Inbound Prospects – Stop Cold Calling Today” is now available!  

 

Click here to preview the E-Book - https://amzn.com/B01H03DH68 

Click here to preview the Hard Copy Version - https://amzn.com/1533547866 

 

 

 

https://amzn.com/B01H03DH68
https://amzn.com/B01H03DH68
https://amzn.com/1533547866
https://amzn.com/1533547866
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