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Excel Help - Fill Down the Student's Name

When you download Risk Indicators, youmay encounter blocks of information for a single student. To ensure

each line is associated with the correct student name, follow these steps to “fill down” the student names.

1. Click on the student name column header.
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2. On theHomeRibbon, click on the Find & Selectmenu.

3. From the dropdown, selectGo to Special.

4. Select theBlanks option and clickOK.

5. With the blanks still selected, navigate to the first available cell in the column (e.g., A4) and enter the

formula: = (up arrow key) and thenCommand + Enter (Mac) orControl + Enter (Windows)
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simultaneously. This will fill in the blanks with the information from above, putting a student name on each
row.

6. The final step is to turn the highlighted entries just created into actual values instead of formula entries.

7. Select the entire student name column again.
8. Copy the column usingControl + C (Windows) orCommand + C (Mac).
9. While the column is still highlighted, use Paste Special so the cells will only be Values with Edit→ Paste

Special.
10. ChooseValues and clickOk.
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11. Youwill now have student names filled in for each row, allowing you to sort and filter the data effectively.
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