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Excel Tips

Biodiversity Data Mobilization - Data Cleaning Exercise

Picture from Marcel Hol, obtained via http://www.freeimages.com/photo/laundry-1522596

Mac instructions
1. Open a text file

1.1. Solution 1 : with Excel tools
Open Excel with Mac

On the tab Data, then choose From text.
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Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Fixed Width.

If this is correct, choose Next, or choose the Data Type that best describes your data.

1
© Delimited |- Characters such as commas or tabs separate each field.

| Fixed width| - Fields are alignedfimrcoturmTs withrspaces betweernreact fiefd:

Start import at row: E 3 File origin: Unicode (UTF-8)

Preview of selected data:
Preview of file /Users/marie-eliselecoq/D.../09 Data Cleaning - DATA EXAMPLE.csv.

QI]Cat. Numb . ; University;Collector;No. of spec.;YE;MO;DA;Country col.;countryCode;stateProvince;lat;lon;Coy
|2 |UNP:100217;University of Guatemala;Betancur J;1;1991;5;11;Guatemala;GT;Petén;17,2388802;-90,6602972;La Li
[3 |UWP:100218;University of Guatemala;Betancur J;1;1991;5;11;Guatemala;GT;Petén;17,288954;-90,6705137;La LiH
|4 ]UWP:101378;University of Guatemala;Fonnegra R;1;1994;5;31;Guatemala;GT;Petén;17,3098632;-89,7846692;San J
[S JUNP:101717;University of Guatemala;Betancur J;1;1993;11;9;Guatemala  ;GT;Petén;17,6569118;-89,6001739;F
6|UNP:101737;University of Guatemala;Betancur J;1;1993;11;7;Guatemala;GT;Petén;17,5327108;-89,8173641;San ]
7|uwP:102143;University of Guatemala;Betancur J;1;1994;4;20;Guatemala;GT;Petén;17,1793889;-90, 8080889; Liber|
8|UWP:102144;University of Guatemala;Betancur J;1; 1994 4 20;Guatemala;GT;Petén;17,1821024;-90, 7431008; La Lil
9 [UWP:102233;University of Guatemala;Vargas I; 1'199 Guatema'la'(?l’ Peten "5° 35' 12" N" "75 46" 18"" W

Cancel Finish
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On the Text Import Wizard - Step 1 of 3, select Delimited (1), and choose Unicode (UTF-8) (2) as File origin
encoding then click Next

Text Import Wizard - Step 2 of 3

This screen lets you set the delimiters your data contains.

Delimiters
Tab Treat consecutive delimiters as one

4 semicolon Text qualifier: " <]
Comma
Space
Other:

Preview of selected data:

ICat. Numb. |University Collector [No. of spec. YE MO |DA [Country col. |countryCode [stateP:
UWP:100217 [University of Guatemala [Betancur J |1 1991 [5 11 |Guatemala GT Petén
UWP:100218 |University of Guatemala [Betancur J 1 1991 [5 11 |Guatemala GT Petén
UWP:101378 |University of Guatemala [Fonnegra R [1 1994 [5 31 |Guatemala GT Petén
UWP:101717 |University of Guatemala [Betancur J |1 1993 [11 9 Guatemala GT Petén
UWP:101737 |University of Guatemala [Betancur J |1 1993 [11 |7 Guatemala GT Petén
UWP:102143 |University of Guatemala [Betancur J L 1994 20  |Guatemala GT Petén
UWP:102144 |University of Guatemala [Betancur J |1 1994 20  |Guatemala GT Petén
UNP:102233 |University of Guatemala Vargas I |1 1995 |12 Guatemala GT Petén

Cancel < Back [ Next> | Finish

On the Text Import Wizard - Step 2 of 3, select the delimiter or create one then click Next

Text Import Wizard - Step 3 of 3

This screen lets you select each column and set the Data Format.

Column data format

General
&P Text 2
Date: MDY &

Do not import column (Skip)

Advanced...

Preview of selected data: 1

MlUniversity Collector No. of spec. Country col.
University of Guatemala Betancur J 1 Guatemala
University of Guatemala Betancur J 1 Guatemala
University of Guatemala Fonnegra R 1 Guatemala

University of Guatemala Betancur J 1 Guatemala
University of Guatemala Betancur J 1 Guatemala
University of Guatemala Betancur J 1 Guatemala
University of Guatemala Betancur J 1 Guatemala
University of Guatemala Vargas I 1 Guatemala

Cancel < Back | Finish™ |

On the Text Import Wizard - Step 3 of 3, select all the column (1) (by click on shift and slide the cursor to the right)
and put them as Text to avoid any format errors due to Excel.
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On the Import Data last window, choose Existing sheet and click on Ok

1.2. Solution 1 : after opening a Text file (.txt, .csv, .etc) or on Excel

Double click on the CSV file (.csv).

[ ] o B 09 Data Cleaning - DATA EXAMPLE ©-
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T g [N D [N [#] connections A 2 ™ (== C® N
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- fx  Cat. Numb.;University;Collector;No. of spec.;YE;MO;DA;Country col.;countryCGae;stateProvince;lat;lon;County;Locality col.;Elevation;geodeticDatum;coordinate v
A 1 B C D E} F G H | J K L " N o B Q R S
Cat. Numb.;t ersity;Coll ;No. of spec.;YE;MO;DA;Country col.;countryCode;stateProvince;lat;lon;County;Locality col.;Elevation; icDatum;coordinate Uncertainty;identifiedBy;typeStatus; kingdom;phylum;class;order;family;genus;specificEpithet;in
UWP:100217{2388802;-90 6602972;La Libertad;Ciénagas de Jotaudo - Munguido;250;WGS84;3300;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeli ;Vriesea;drewii;Vriesea drewii;Species;L.B. Sm.;
UWP:10021¢|248954;-90 | 6705137;La Libertad;Club El Rodeo;250;WGS84;3300;Betancur J.;;Pl ;Magnoliophyta;Equi ida;Poales;Bromeliaceae;Vriesea;drewii;Vriesea drewii;Species;L.B. Sm.;
UWP:10137¢|3(98632;-89 7846692;San Jose;Inspeccion El Capricho;514;WGS84;1731;Diaz O.;;Plantae;Magnoliophyta;Equisetopsida; Poales Poaceae;Olyra;latifolia;;Olyra latifolia;Species;L.;
UWP:101717{6469118;-89 6001739;Floi cerca de Pasto;270;WGS84;1952; 1.;;Plantae; oliophyta;Equi i oales;Br uzmanis ;umuuya.,wzmama coriostachya;Species;(Griseb.) Mez;
UWP:101737{5327108;-89 8173641;San afluente del rio Tapart6;360;WGS84;842;Betancur J.;;Plantae;Magnolio phyta;Equisetopsida;Poales;Bromeli i lepi: eigia lepi: ies;L.B. Sm.;
UWP:10214:{1993889;-90 8080889;Libertad La;Barrio Oneti margen izquierda del rio Jella;150;WGS84; ;Betancur J.;;Pl; Nagnoliophyta;Equi ida;Poales;Bromeliaceae;Guzmania;fosteriana;;Guzmania fosteriana;Species;L.B. Sm.;
UWP:102144{1421024;-90 7431008;La Libertad;Barrio Policarpa;150;WGS84 ar J.;;Plar iophyta;Equi i oales;Bri It ia;fosteri ;;Guzmania fosteriana;Species;L.B. Sm.;
UWP:10223:[;University of Gt la;Vargas 1;1;1995;12;; la;GT;Petén;"5° 35' 12"" N";"75° 46' 18"" W";Flores;Cerca de Yuto;514;WGS84;291;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida; Poales;Bromeliaceae;Catopsis;sessiliflora;;Catopsis sess
UWP:10310¢|5360944;-90 8413581;San lado del camino hacia El Refugio;500;WGS84;3207;Betancur J.;;Plantae; Magnollophyra Equlsempslda Poales;Bromeliaceae;Guzmania;lingulata;;Guzmania lingulata;Species;(L.) Mez;
UWP:10413¢|7408007;-89 7571283;San Jose;Las Acacias;308;WGS84;757;Betancur J.;;Plantae; iophyta;Equi ales;Br 1ania;coriostachya;;Guzmania coriostachya;Species;(Griseb.) Mez;
UWP:10451:{7400355;-89 3510901 ;Flores;Barrio El Silencio;240;WGS84;6514; ur J.;;Plar 1oliophyta;Equi: i oales;Bromeli; m.llelll,,r\uuudcu michelii;Species;(Mez) M.A. Spencer & L.B. Sm.;
UWP:10529:/3187987;-89 9058103;San granja Montelindo;0; WGS84;2820;Betancur J.;;Plantae;Magnoliophyta; Equisetopsida;Poales;Bromeliaceae;Cato a;;Catopsis sessiliflora;Species;(Ruiz & Pav.) Mez;
UWP:10676¢|641793;-89 4056627;Flores;Cerro San José;145;WGS84;1771;Betancur J.;;Plantae;| liophyta;Equi: psida;Poale Bromnhar 5 ia;lingulata;;Guzmania lingulata;Species;(L.) Mez;
UWP:107441|3492055;-89 7275;Flores;i parque de Bello y Copacabana;170; WGS84;1745;Betancur J.;;Pl; 1oliophyta i ales;Bromeli ;Catopsis;nutans;;Catopsis nutans;Species;(Sw.) Griseb.;
UWP:10812(16969118;-89 6001739;Flores;Cerro Quitasol;143;WGS84;1771;Betancur J.;;Plar liophyta;Equi: i oales;Bromeli mania;angustifolia;;Guzmania angustifolia;Species;(Baker) Wittm.;
UWP:10860; Sj 0 2983051;San below paramo de Chili;173;WGS84;2842;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Guzmania;angustifolia;;Guzmania angustifolia;Species;(Baker) Wittm.;
UWP:10863 0 5676366;SanAndres;Finca en cercanias de Belmira‘ZlO'WGSSA'2842‘Betancur J.;;Plants;| bliophyta;Equi psi oale ,Bromeliaceae;/&urL veltchu,,Aechmea veitchii;Species; Baker;
UWP:10863; 0 0195979;San Andres;Finca Los Cedros;210;WGS84;2842;Betancur J.;;P! liophyta;Equisetopsi ales;Br i Aech i i;;Aechmea vei
UWP:11007:{6474466;-89 3494615;Flores;Cerros de Suba;140;WGS84;1771;Betancur J.;;Plantag;M liophyta;Equisetopsis oales;Bromeli ingul 1ania lingul ies;(L.) Mez

4
4
6
UWP:11100¢|6971609;-90 6989102;San Andres;Hacienda Berlin;340;WGS84;2606;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida; Puales Brome\laceae Guzmanla ||ngu\ata,,Guzmama ||ngu\ata Species;(L.) Mez;
UWP:11138:|7946672;-89 8800209;5an Jose;Cerca de Santander de Quilichao;118;WGS84;1163;Betancur J.;;Pla Magnoliophyta;E L lia;;Guzmania graminifolia;Species;(André ex Baker) L.B. Sm.;

4

7

7

7

UWP:11351:{4443448;-89 6237693;Flores;Cerro El Capiro;150;WGS84;3049;Diaz O.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Poaceae;Pariana; swal\eml,,Farlana swallenii;Species;R.C. Foster;

UWP:11508¢|7]83778;90 84424953;San Andres;Hacienda San Diego;292;WGS84;5332;Callejas R.;;Plantae; liophyta;Equisetopsida;Poales;Br i ;Greigia;danielii;;Greigia danielii;Species;L.B. Sm.;

UWP:115381{7995212;-90 1066629;Andressan;Hacienda San Julidn;292;WGS84;5332;Morales J.;;Plantae;Magnoliophyta i i oales;Bromeliac nia;coriostachya;;Guzmania coriostachya;Species;(Griseb.) Mez;
UWP:11538:{748847;-90 0136721;San Anders;Hacienda Santa Maria Ite;292;' 33 ales J.;;Plan 1oliophyt: i i i nania;coriostact J1zmania coriostachya;! ies; (Griseb.) Mez;
UWP:11561, 9 7846692;San Jose;Inspeccién El Capricho;100;WGS84;1530;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Aechmea;dactylina;;Aechmea dactylina;Species;Baker;

UWP:11571;|5995834;-89 169355;Melchor de Mencos;Bosque de El Ocaso;250;WGS84;6030;"Forero E.; Gentry A.";;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Aechmea;tonduzii;;Aechmea tonduzii;Species;Mez & Pittier ex Mez;
UWP:11595:|6636186;-90 9257567;San Andres;Granja de Chinchind;235;WGS84;4824;Correa E.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae; Guzmanla ;coriostachya;;Guzmania coriostachya;Species;(Griseb.) Mez;
UWP:11599;|6719406;-89 2924027;Me cerca de Parque Puracé;250;WGS84;6030;Betancur J.;;Plar liophyta;Equi ida;Poales;Br I ingulata;;Guzmania lingulata;Species;(L.) Mez;

Gpg 46118;-89 2133292;Mencos de Melchor;Confluencia Cafio Perdido-Rio Losada;211;WGS84;1626;Medina N.;;Plantae; 1oliophyta;Equi ida;Poales;Poaceae;Poly, ;;;Polypogon;Genus;;

4 > 09 DataCleaning - DATA EXAMPLE =~ +

— e— —t 100%

Ready i) Count: 761
v —

Select the entire first column, then on the tab Data, choose Text to Columns and follow the Import Text Wizard
(like solution 1.1).
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2. Add a filter

Open the Excel spreadsheet.

(] g -
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FileMaker HTML  Text Query All Edit Links - Columns Duplicates Validation Analysis

Al s fx  Cat.Numb. v

A B C 3 D E ERHEG] H I J K L M

1 |cat. Numb] '-Universitv IV I Collector fspJVA VEIVI MVI (V I Country cd VJ countryCo| ¥ stateProvid‘l lat IV‘ lon l‘ I County IV‘ Locality col.

2 UWP:100217 University of Guatemala Betancur ) 1991 5 11 Guatemala GT Petén 172,388,802 -906,602,972 La Libertad Ciénagas de Jotaudo - Mungu
3 UWP:100218 University of Guatemala BetancurJ 1 1991 5 11 Guatemala GT Petén 17,288,954 -906,705,137 La Libertad Club El Rodeo

4 'UWP:101378 University of Guatemala FonnegraR 1 1994 5 31 Guatemala GT Petén 173,098,632 -897,846,692 San Jose Inspeccién El Capricho

5 UWP:101717 University of Guatemala BetancurJ 1 1993 11 9 Guatemala GT Petén 176,569,118 -896,001,739 Flores Paramo de El Tabano, cerca d
6 UWP:101737 University of Guatemala Betancur J 1 1993 11 7 Guatemala GT Petén 175,327,108 -898,173,641 San Jose Sitio Tinajas, afluente del rio T
7 UWP:102143 University of Guatemala BetancurJ 1 1994 4 20 Guatemala GT Petén 171,793,889 -908,080,889 Libertad La Barrio Oneti margen izquierd:
8 UWP:102144 University of Guatemala BetancurJ 1 1994 4 20 Guatemala GT Petén 171,821,024 -907,431,008 La Libertad Barrio Policarpa

9 UWP:102233 University of Guatemala Vargas | 1 1995 12 Guatemala GT Petén 5°35'12" N 75°46' 18" W Flores Cerca de Yuto
10 UWP:103108 University of Guatemala Cardona F 1 1996 4 3 Guatemala GT Petén 175,260,944 -908,413,581 San Andres Rio Claro, lado del camino hac
11 UWP:104139 University of Guatemala FonnegraR 1 1996 5 15 Guatemala GT Petén 177,608,007 -897,571,283 San Jose Las Acacias
12 UWP:104512 University of Guatemala Callejas R 1 1995 7 21 Guatemala GT Petén 177,200,355 -893,510,901 Flores Barrio El Silencio
13 UWP:105292 University of Guatemala Acevedo P 1 1994 9 7 Guatemala GT Petén 173,187,987 -899,058,103 San Jose Santagueda, granja Montelinc
14 UWP:106768 University of Guatemala Vargas | 1 1997 4 18 Guatemala GT Petén 17,661,793 -894,056,627 Flores Cerro San José
15 UWP:107441 University of Guatemala Gonzélez F 1 1993 4 19 Guatemala GT Petén 173,892,055 -897,275 Flores Autopista norte, parque de Be
16 UWP:108120 University of Guatemala Vargas | 1 1997 4 18 Guatemala GT Petén 176,569,118 -896,001,739 Flores Cerro Quitasol
17 UWP:108607 University of Guatemala FonnegraR 1 1997 11 12 Guatemala GT Petén 175,094,837 -902,983,051 San Andres Finca Maizopolis, below parar
18 UWP:108631 University of Guatemala FonnegraR 1 1997 11 10 Guatemala GT Petén 174,863,769 -905,676,366 SanAndres Finca en cercanias de Belmira
19 UWP:108632 University of Guatemala Fonnegra R 1 1997 11 10 Guatemala GT Petén 174,882,065 -900,195,979 San Andres Finca Los Cedros
20 UWP:110071 University of Guatemala Vargas | 1 1997 4 20 Guatemala GT Petén 176,674,466 -893,494,615 Flores Cerros de Suba
21 UWP:111004 University of Guatemala Iddrraga A 1 1996 4 3 Guatemala GT Petén 176,971,609 -906,989,102 San Andres Hacienda Berlin
22 UWP:111383 University of Guatemala Betancur J 1 1997 10 7 Guatemala GT Petén 177,946,672 -898,800,209 San Jose Cerca de Santander de Quilich
23 UWP:113512 University of Guatemala Vargas | 1 1998 9 12 Guatemala GT Petén 174,543,448 -896,237,693 Flores Cerro El Capiro
24 UWP:115089 University of Guatemala Callejas R 1 1999 8 6 Guatemala GT Petén 177,783,778 9,084,424,953 San Andres Hacienda San Diego
25 UWP:115381 University of Guatemala Callejas R 1 1999 8 6 Guatemala GT Petén 177,795,212 -901,066,629 Andressan Hacienda San Julidn
26 UWP:115382 University of Guatemala Callejas R 1 1999 8 6 Guatemala GT Petén 17,788,847 -900,136,721 San Anders Hacienda Santa Maria Ite
27 UWP:11561 University of Guatemala Vargas | 1 1979 1 12 Guatemala GT Petén 173,098,632 -897,846,692 San Jose Inspeccién El Capricho
28 UWP:11571 University of Guatemala Vargas | 1 1979 1 11 Guatemala GT Petén 175,995,834 -89,169,355 Melchor de Mencos Bosque de El Ocaso
29 UWP:115953 University of Guatemala Vargas | 1 1996 4 18 Guatemala GT Petén 176,636,186 -909,257,567 San Andres Granja de Chinchind
30 UWP:11599 University of Guatemala Vargas | 1 1979 1 11 Guatemala GT Petén 176,719,406 -892,924,027 Melchor de Mencos Bosque de San Rafael, cerca d
31 [UWP:11638 | University of Guatemala Mercado J 1 1978 '3 17 Guatemala GT Petén 172,446,118 892,133,292 Mencos de Melchor Confluencia Cafio Perdido-Ric
4 > Sheet1 +

ay

Ready

+

100%

On the tab Data (1), choose Filter (2). You can click on the small down arrow (3) of the column you want to filter.

On the filter menu, you will be able to make ascending or descending sorting (4), select or deselect all filters
(5), choose specific data to filter (6) and clear your filters (7).

() Collector

Sort 4

24 Ascending Z4 Descending

\|r rierdeAaz
rd Ia)
4

Zl TrierdeZaA

o |

By color:  None

Filter

By color:  None

A
<

Choose One

Q

(Select All) | 5

Acevedo P
Alzate F; Callejas R; Cardona F; Iy
Arbeldez M 6
Arbeldez M; Restrepo D
v Benavides A
Betancur H
Betancur J
Betancur J; Gonzélez J
__ Betancur J; Jaramillo L; Mosquer

7 Clear Filter

Trier par couleur

Filtrer par couleur

Filtres textuels

;Rechercher

(Sélectionner tout)

With Mac (left) and Windows (right)
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3. Merge column

Open the Excel spreadsheet. The new column eventDate will be the result of the merging of column YE (column E),
MO (column F) and DA (column G).

Create the eventDate on the right of DA (right click on the column then insert). The new column will be column H.

) D g ©-

Home Insert Page Layout Formulas Review View Developer &t Share A

Connections

Clear Show Detail
Properties

From From From New Database Refresh o Sort Filter Advanced Textto  Remove Data Consolidate What-If Group  Ungroup Subtotal Hide Detail
FileMaker HTML  Text Query All Edit Links Columns Duplicates Validation Analysis
CONCATE.. 5 X « fx =E2&"-"&F2&"-"&G2 v

A B C D E F G H | J K L M N
1 |Cat.Numb. University Collector No. of spec. YE MO DA eventDate Country col. countryCode stateProvince lat lon County
2 IUWP:100217 University of Guatemala Betancur J 1 1199115 11 I=EZ&"-"&F2&"-“I&GZ temala GT Petén 172,388,802 -906,602,972 La Libertad
3 |UWP:100218 University of Guatemala Betancur ) 1 1991 5 11 1991-5-11 temala GT Petén 17,288,954 -906,705,137 La Libertad
4 UWP:101378 University of Guatemala Fonnegra R 1 1994 5 31 1994-5-31 Guatemala GT Petén 173,098,632 -897,846,692 San Jose
5 UWP:101717 University of Guatemala BetancurJ 1 1993 11 9 1993-11-9 Guatemala GT Petén 176,569,118 -896,001,739 Flores
6 UWP:101737 University of Guatemala Betancur J 1 1993 11 7 1993-11-7 Guatemala GT Petén 175,327,108 -898,173,641 San Jose
7 |UWP:102143 University of Guatemala BetancurJ 1 1994 4 20 19%94-4-20 Guatemala GT Petén 171,793,889 -908,080,889 Libertad La
8 UWP:102144 University of Guatemala Betancur ) 1 1994 4 20 1994-4-20 Guatemala GT Petén 171,821,024 -907,431,008 La Libertad
9 |UWP:102233 University of Guatemala Vargas | 1 1995 12 1995-12- Guatemala GT Petén 5°35'12"N 75° 46'18" W Flores
10 UWP:103108 University of Guatemala Cardona F 1 1996 4 3  1996-4-3 Guatemala GT Petén 175,260,944 -908,413,581 San Andres
11 UWP:104139 University of Guatemala FonnegraR 1 1996 5 15 1996-5-15 Guatemala GT Petén 177,608,007 -897,571,283 San Jose
12 |UWP:104512 University of Guatemala Callejas R 1 1995 7 21 1995-7-21 Guatemala GT Petén 177,200,355 -893,510,901 Flores
13 |UWP:105292 University of Guatemala Acevedo P 1 1994 9 7 1994-9-7 Guatemala GT Petén 173,187,987 -899,058,103 San Jose
14 UWP:106768 University of Guatemala Vargas | 1 1997 4 18 1997-4-18 Guatemala GT Petén 17,661,793 -894,056,627 Flores
15 |UWP:107441 University of Guatemala Gonzilez F 1 1993 4 19 1993-4-19 Guatemala GT Petén 173,892,055 -897,275 Flores
16 |UWP:108120 University of Guatemala Vargas | 1 1997 4 18 1997-4-18 Guatemala GT Petén 176,569,118 -896,001,739 Flores
17 UWP:108607 University of Guatemala FonnegraR 1 1997 11 12 1997-11-12 Guatemala GT Petén 175,094,837 -902,983,051 San Andres
18 UWP:108631 University of Guatemala FonnegraR 1 1997 11 10 1997-11-10 Guatemala GT Petén 174,863,769 -905,676,366 SanAndres
19 |UWP:108632 University of Guatemala Fonnegra R 1 1997 11 10 1997-11-10 Guatemala GT Petén 174,882,065 -900,195,979 San Andres
20 'UWP:110071 University of Guatemala Vargas | 1 1997 4 20 1997-4-20 Guatemala GT Petén 176,674,466 -893,494,615 Flores
21 UWP:111004 University of Guatemala Idarraga A 1 1996 4 3 1996-4-3 Guatemala GT Petén 176,971,609 -906,989,102 San Andres
22 |UWP:111383 University of Guatemala BetancurJ 1 1997 10 7 1997-10-7 Guatemala GT Petén 177,946,672 -898,800,209 San Jose
23 |UWP:113512 University of Guatemala Vargas | 1 1998 9 12 1998-9-12 Guatemala GT Petén 174,543,448 -896,237,693 Flores
24 (UWP:115089 University of Guatemala Callejas R 1 1999 8 6 1999-8-6 Guatemala GT Petén 177,783,778 9,084,424,953 San Andres
25 UWP:115381 University of Guatemala Callejas R 1 1999 8 6 1999-8-6 Guatemala GT Petén 177,795,212 -901,066,629 Andressan
26 'UWP:115382 University of Guatemala Callejas R 1 1999 8 6 1999-8-6 Guatemala GT Petén 17,788,847 -900,136,721 San Anders
27 |UWP:11561 University of Guatemala Vargas | 1 1979 1 12 1979-1-12 Guatemala GT Petén 173,098,632 -897,846,692 San Jose
28 [UWP:11571 University of Guatemala Vargas | 1 1979 1 11 1979-1-11 Guatemala GT Petén 175,995,834 -89,169,355 Melchor de Men
29 UWP:115953 University of Guatemala Vargas | 1 1996 4 18 1996-4-18 Guatemala GT Petén 176,636,186 -909,257,567 San Andres
30 [UWP:11599  University of Guatemala Vargas | 1 1979 1 11 1979-1-11 Guatemala GT Petén 176,719,406 -892,924,027 Melchor de Men
31 [UWP:11638  University of Guatemala Mercado J 1 1978 3 17 1978-3-17 Guatemala GT Petén 172,446,118 -892,133,292 Mencos de Melc
4 > Sheet1 +
Edit 1T 3 = — — i+ 100%

On H2, add this formula =E2&"-"&F2&"-"&G2. Select the H2 right down corner, and a black cross will appear. While
clicking on the cross, go down to the end of the column to fill H.

4. Split a column

To split a column, use the same mechanism than 1.2 (Text to Columns).

5. Convert date format

Open the Excel spreadsheet. Select the column you want to modify,

make a right click on it then choose Format Cells.
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Format Cells

Alignment  Font  Border Fill Protection

Category: Sample
General eventDate
Number
Currency

Type:

yyyy-mm-dd

Percentage (£ HO),_(* (#4H0)_(* "), (@)
S"’T° 't"f“ ($* #,##0.00);_($* (###0.00);_($* "-"22);_(@.)
clentiric _(* ###0.00):_(* (# ##0.00);_(* "-"?7_); (@)

Text [$-409]dddd, mmmm d, yyyy

yyyy-mm-dd
[$-409]d-mmm-yy;@
00000

m/d/yyyy;@
[$-409Immmm-yy;@
m/d/yy;@

Delete

Cancel

Look if your format exist on the Date category, if not select Custom Category. Confirm by clicking OK.

) ME v & O~

Home Insert Page Layout Formulas Review View Developer &t Share A

\ D [2] Connections A —~ =) . O o C ]
g‘— & ’ | Properties 2 AZ ? clear LL ! »L (=} T ‘ )-M L’?J " lﬂ] " '/,7 N g Show el
_From From From New Database Refresh . %; Sort Filter V; Advanced Textto Remove Data  Consolidate What-If Group Ungroup Subtotal Hide Detail
FileMaker HTML  Text Query All Edit Links ‘ Columns Duplicates Validation Analysis
H1 - fx eventDate v
A B C D E ERIRG] H I J K L M N
1 |Cat. Numb.  University Collector No. of spec. YE MO DA |eventDate Country col. countryCode stateProvince lat lon County
2 |UWP:100217 University of Guatemala Betancur ) 1 1991 5 11 1991-05-11 |Guatemala GT Petén 172,388,802 -906,602,972 La Libertad
3 |UWP:100218 University of Guatemala Betancur ) 1 1991 5 11 1991-05-11 |Guatemala GT Petén 17,288,954 -906,705,137 La Libertad
4 |UWP:101378 University of Guatemala Fonnegra R 1 1994 5 31 1994-05-31 |Guatemala GT Petén 173,098,632 -897,846,692 San Jose
5 |UWP:101717 University of Guatemala Betancur ) 1 1993 11 9 1993-11-09 |Guatemala GT Petén 176,569,118 -896,001,739 Flores
6 |UWP:101737 University of Guatemala Betancur ) 1 1993 11 7 1993-11-07 |Guatemala GT Petén 175,327,108 -898,173,641 San Jose
7 |UWP:102143 University of Guatemala Betancur ) 1 1994 4 20 1994-04-20 |Guatemala GT Petén 171,793,889 -908,080,889 Libertad La
8 |UWP:102144 University of Guatemala BetancurJ 1 1994 4 20 1994-04-20 GT Petén 171,821,024 -907,431,008 La Libertad
9 |UWP:102233 University of Guatemala Vargas | 1 1995 12 12//1995 Guatemala GT Petén 5°35'12"N 75°46' 18" W Flores
10 |UWP:103108 University of Guatemala Cardona F 1 1996 4 3 1996-04-03 |Guatemala GT Petén 175,260,944 -908,413,581 San Andres
11 |UWP:104139 University of Guatemala FonnegraR 1 1996 5 15 1996-05-15 |Guatemala  GT Petén 177,608,007 -897,571,283 San Jose
12 |UWP:104512 University of Guatemala Callejas R 1 1995 7 21 1995-07-21 |Guatemala GT Petén 177,200,355 -893,510,901 Flores
13 |UWP:105292 University of Guatemala Acevedo P 1 1994 9 7 1994-09-07 |Guatemala  GT Petén 173,187,987 -899,058,103 San Jose
14 |UWP:106768 University of Guatemala Vargas | 1 1997 4 18 1997-04-18 |Guatemala  GT Petén 17,661,793 -894,056,627 Flores
15 |UWP:107441 University of Guatemala Gonzdlez F 1 1993 4 19 1993-04-19 |Guatemala  GT Petén 173,892,055 -897,275 Flores
16 |UWP:108120 University of Guatemala Vargas | 1 1997 4 18 1997-04-18 |Guatemala  GT Petén 176,569,118 -896,001,739 Flores
17 |UWP:108607 University of Guatemala FonnegraR 1 1997 11 12 1997-11-12 |Guatemala  GT Petén 175,094,837 -902,983,051 San Andres
18 |UWP:108631 University of Guatemala FonnegraR 1 1997 11 10 1997-11-10 |Guatemala  GT Petén 174,863,769 -905,676,366 SanAndres
19 |UWP:108632 University of Guatemala FonnegraR 1 1997 11 10 1997-11-10 |Guatemala GT Petén 174,882,065 -900,195,979 San Andres
20 |UWP:110071 University of Guatemala Vargas | 1 1997 4 20 1997-04-20 |Guatemala  GT Petén 176,674,466 -893,494,615 Flores
21 |UWP:111004 University of Guatemala Idarraga A 1 1996 4 3 1996-04-03 |Guatemala  GT Petén 176,971,609 -906,989,102 San Andres
22 |UWP:111383 University of Guatemala BetancurJ 1 1997 10 7 1997-10-07 |Guatemala  GT Petén 177,946,672 -898,800,209 San Jose
23 |UWP:113512 University of Guatemala Vargas | 1 1998 9 12 1998-09-12 |Guatemala GT Petén 174,543,448 -896,237,693 Flores
24 |UWP:115089 University of Guatemala Callejas R 1 1999 8 6 1999-08-06 |Guatemala  GT Petén 177,783,778 9,084,424,953 San Andres
25 |[UWP:115381 University of Guatemala Callejas R 1 1999 8 6 1999-08-06 |Guatemala  GT Petén 177,795,212 -901,066,629 Andressan
26 |[UWP:115382 University of Guatemala Callejas R 1 1999 8 6 1999-08-06 |Guatemala GT Petén 17,788,847 -900,136,721 San Anders
27 |UWP:11561 University of Guatemala Vargas | 1 1979 1 12 1979-01-12 |Guatemala GT Petén 173,098,632 -897,846,692 San Jose
28 |[UWP:11571 University of Guatemala Vargas | 1 1979 1 11 1979-01-11 |Guatemala GT Petén 175,995,834 -89,169,355 Melchor de Men
29 |UWP:115953 University of Guatemala Vargas | 1 1996 4 18 1996-04-18 |Guatemala GT Petén 176,636,186 -909,257,567 San Andres
30 |UWP:11599  University of Guatemala Vargas | 1 1979 1 11 1979-01-11 |Guatemala GT Petén 176,719,406 -892,924,027 Melchor de Men
31 |UWP:11638  University of Guatemala Mercado J 1 1978 3 17 1978-03-17 |Guatemala  GT Petén 172,446,118 -892,133,292 Mencos de Melc.

4 > Sheet1 +
i)

— — 100%

Ready Average: 1998 26 Count: 761
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Windows instructions

1. Open a text file

1.1. Solution 1 : with Excel tools

Open Excel. On the tab Data, then choose From text.

=} _

File Home Insert Pagelayout Formulas Review  View

= [7]Show Queries FF; onnections | % Y Clear N [ —
o &l Bl i = =
@ S| LE Ez' = 'D [ From Table &~ 15 Properties Reapply E )
From From| From From Other  Existing New Refresh N al Sort  Filter Textto Flash Remove Data  Consolidate Relationships
Access Web | Text |Sources~ Connections Query~ [ Recent Sources ;- Edit Links T Advanced  Columns  Fill  Duplicates Validation -

ernal Data Get & Transform Connections

09 Data Cleaning - DATA EXAMPLE.csv - Excel

ACROBAT Tell me what you want to do...

Sort & Filter Data Tools

H

Manage

i >
s &
‘What-If Forecast Group Ungroup Subtotal
Data Model = Analysis - Sheet

Forecast

AZ GBIF

7

Text Import Wizard - Step 1 of 3

Original data type

Start import at row: | 1

|:| My data has headers.

The Text Wizard has determined that your data is Fixed Width.

If this is correct, choose MNext, or choose the data type that best describes your data.

Choose the file type that best describes your data:
@) Delimited 1‘Characters such as commas or tabs separate each field.

\_) Fixed width | - Fields are aligned in columns with spaces between each field.

File origin: 65001 : Unicode (UTF-8)

Preview of file C\Users\fcaviere\Documents\Missions\[2018_04]-Montenegro-..\09 Data Cleaning - DATA EXAMPLE.csv.

1100217 University
:100218;University
1101378 University
:101717;University
:101737;University

of
of
of
of
of

I

. Numb.:;University;Collector;No. of spec.:YE;MO;DA;Country col.:;countryCodestateProvi

Guatemala;Betancur J;1;1991;5;11;Guatemala;GT;Petén;17,2388802;
Guatemala;Betancur J;1;1991;5;11;Guatemala;GT;Petén;17,288954; -
Guatemala;Fonnegra R;1;1994;5;31;Guatemala;GT;Petén;17,3098632;

Guatemala;Betancur J;1;159%83;11;9;Guatemala

Guatemala;Betancur J;1;1993;11;7;Guatemala;GT;Petén;17,5327108;

Cancel = Back

F S
;GT;Petén;17, 65691
-
P
Mext = J l Einish

<—r o
[5]S
LE

Outline [

On the Text Import Wizard - Step 1 of 3, select Delimited (1), and choose Unicode (UTF-8) (2) as File origin

encoding then click Next

Biodiversity Data Mobilization

Data Cleaning - Excel Tips
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”

Text Import Wizard - Step 2 of 3

Delimiters

Tab

Treat consecutive delimiters as one

Comma -
Text gualifier: | " |z|
Space

Other:

Data preview

This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview below.

at. NHumb. niversity ollector o. of spec. WE o] ey ountry col. oun *
P:100217 [Jniversicy of Guatemala Betancur J 291 1 uatemala T |[=
P:100218 [Dniversity of Guatemala Betancur J 991 1 uatemala T
P:101378 [Oniversity of Guatemala [Fonnegra R 994 1 uatemala T
P:101717 [Oniversity of Guatemala Betancur J ge3 11 uatemala T
P:101737 [Oniversity of Guatemala Betancur J 993 11 uatemala T

4 il 3

| Cancel | ‘ < Back | [ Mext = l | Finish |

AL GBIF

On the Text Import Wizard - Step 2 of 3, select the delimiter or create one then click Next

values to text.

Date: | DMY |Z| Advanced...

Do not import column (skip)

Text Import Wizard - Step 3 of 3 ol X
This screen lets you select each column and set the Data Format.
Column data format
General . o
2 ‘General’ converts numeric values to numbers, date values to dates, and all remaining

Data preview

~

On the Text Import Wizard - Step 3 of 3, select all the columns (1) (by clicking on shift and sliding the cursor to the

right) and put them as Text to avoid any format errors due to Excel.

On the Import Data last window, choose Existing sheet and click on Ok.

Biodiversity Data Mobilization Data Cleaning - Excel Tips
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1.2. Solution 2 : after opening a txt or csv file on Excel

Double click on the TXT (.txt) or CSV file (.csv).

s 09 Data Cleaning - DATA EXAMPLE.csv - Excel

Home  Insert Page Layout Formulas Review  View  ACROBAT Q Tell me what you want to do...

(2[3 [3 B ‘&g [5 20 T BEEE N

From From From From Other Existing New Refresh El Sort Filter : Textto flash Remove Data Consolidate Relationships  Manage What-If Forecast Grnup Ungrmup Subtotal

Access Web Text Sources~ Connections Query'D@Re{emsm‘““ All~ |} Edit Links ";Ad‘fﬁ”md Columns [Fill Duplicates Validation ~ Data Model | Analysis~ Sheet =~
Get External Data Get & Transform Connections Sort & Filter Data Tools Forecast Qutline I ~

Connections  »
£

Al - I Cat. Numb.;University;Collector;No. of spec.;YE;MO;DA;Country col.;countryCode;stateProvince;lat;lon;County;Locality col.;Elevation;geodeticDatum;coordinate v

A 1|8 C D E F G H 1 J K L M N o] P Q R S T u v
Cat. Numt]|.;Uhiversity;Collector;No. of spec.;YE;MO;DA;Country col.;countryCode;stateProvince;lat;lon;County;Locality col.;Elevation;geodeticDatum;coordinate Uncertainty;identifiedBy;typeStatus; ki order;famil pith
UWP:1002(17 jUniversity of Guatemala;Betancur J;1;1991;5;11;Guatemala;GT;Petén;17,2388802;-90,6602972;La Libertad;Ciénagas de Jotaudo - Munguido;250;WGS84;3300;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Vriesea;d
UWP:1002{18jUniversity of Guatemala;Betancur J;1;1991;5;11;Guatemala;GT;Petén;17,288954;-90,6705137;La Libertad;Club El Rodeo;250;WGS84;3300;Betancur J.;;Plantae;Magnoliophyta; Equisetopsida;Poales;Bromeliaceae;Vriesea;drewii;;Vriesea drew
UWP:101378 JUniversity of Guatemala;Fonnegra R;1;1994;5;31;Guatemala;GT;Petén;17,3098632;-89,7846692;5an Jose;Inspeccion El Capricho;514;WG584;1731;Diaz O.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Poaceae; Olyra;latifolia;;Olyra latifolia; s
UWP:1017/17{University of Guatemala;Betancur J;1;1993;11;9;Guatemala ;GT;Petén;17,6569118;-89,6001739;Flores;Paramo de El Tabano, cerca de Pasto;270;WGS84;1952;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Guzman
UWP:101737 jUniversity of Guatemala;Betancur J;1;1993;11;7;Guatemala;GT;Petén;17,5327108;-89,8173641;San Jose;Sitio Tinajas, afluente del rio Tapart6;360;WGS84;842;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Greigia;s
UWP:102143 JUniversity of Guatemala;Betancur J;1;1994;4;20;Guatemala;GT;Petén;17,1793889;-90,8080889; Libertad La;Barrio Oneti margen izquierda del rio Jella;150;WGS84;9593;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;
UWP:102144 JUniversity of Guatemala;Betancur J;1;1994;4;20;Guatemala;GT;Petén;17,1821024;-90,7431008; a Libertad;Barrio Policarpa;150;WGS84;9593;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Guzmal
UWP:1022(33 jUniversity of Guatemala;Vargas 1;1;1995;12;;Guatemala;GT;Petén;"5° 35' 12"" N";"75° 46' 18"" W";Flores;Cerca de Yuto;514;WG584;291;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Catopsis;se: lora;;Catopsis
UWP:1031|08jUniversity of Guatemala;Cardona F;1;1996;4;3;Guatemala;GT;Petén;17,5260944;-90,8413581;5an Andres;Rio Claro, lado del camino hacia El Refugio;500;WGS84;3207;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;(
UWP:104139jUniversity of Guatemala;Fonnegra R;1;1996;5;15;Guatemala ;GT;Petén;17,7608007;-89,7571283;San Jose;Las Acacias;308;WGS84;757;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Guzmania;coriostachya;;Guzma
UWP:1045(12 JUniversity of Guatemala;Callejas R;1;1995;7;21;Guatemala;GT;Petén;17,7200355;-89,3510901;Flores;Barrio El Silencio;240;WGS84;6514;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Racinaea;michelii;;Racinaea m
UWP:1053/92 fUniversity of Guatemala;Acevedo P;1;1994;9;7;Guatemala;GT;Petén;17,3187987;-89,9058103;5an Jose;Santagueda, granja Montelindo;0;WGS84;2820;Betancur 1.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Catopsis;sessiliflc
UWP:1067(68 jUniversity of Guatemala;Vargas 1;1;1997;4;18;Guatemala;GT;Petén;17,661793;-89,4056627;Flores;Cerro San José; 145;WGS84;1771;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeli ia;lingulata ia lingy
UWP:1074/41 jUniversity of Guatemala;Gonzalez F;1;1993;4;19;Guatemala;GT;Petén;17,3892055;-89,7275;Flores;Autopista norte, parque de Bello y Copacabana;170;WGS84;1745;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida;Poales; Bromellaceae Cal
UWP:108120jUniversity of Guatemala;Vargas 1;1;1997;4;18;Guatemala;GT;Petén;17,6569118;-89,6001739;Flores;Cerro Quitasol;143;WGS84;1771;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeli ia;angustifolia;;
UWP:108€|07 jUniversity of Guatemala;Fonnegra R;1;1997;11;12;Guatemala;GT;Petén;17,5094837;-90,2983051;5an Andres;Finca Maizopolis, below paramo de Ch|I|,173,WGSS4,2842,BetancurJ.,,Plantas,MagnoIiDphy‘ta;Equisempslda,Poalss,Bmmeliaceae:
UWP:108€/31jUniversity of Guatemala;Fonnegra R;1;1997;11;10;Guatemala;GT;Petén;17,4863769;-90,5676366;SanAndres;Finca en cercanias de Belmira;210;WGS84;2842;Betancur J.;;Plants;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Aechmea;ve
UWP:108€[32 JUniversity of Guatemala;Fonnegra R;1;1997;11;10;Guatemala;GT;Petén;17,4882065;-90,0195979;5an Andres;Finca Los Cedros;210;WGS84;2842;Betancur J.;;Plants;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Aechmea;veitc!
UWP:110([71jUniversity of Guatemala;Vargas 1;1;1997,;4;20;Guatemala;GT;Petén;17,6674466;-89,3494615;Flores; Cerros de Suba; 140;WGS84;1771;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeli. ia;lingulata;;!
UWP:111(|04jUniversity of Guatemala;ldarraga A;1;1996;4;3;Guatemala;GT;Petén;17,6971609;-90,6989102;San Andres;Hacienda Berlin;340;WGS84;2606;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeli ia;lingulata;;
UWP:1113(83 JUniversity of Guatemala;Betancur J;1;1997;10;7;Guatemala;GT;Petén;17,7946672;-89,8800209;5an Jose;Cerca de Santander de Quilichao;118;WGS84;1163;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Guzmania; g
PR 383 niversity of Guatemala;Vargas 1;1;1998;9;12;Guatemala;GT;Petén;17,4543448;-89,6237693;Flores; Cerro El Capiro;150;WGS84;3049;Diaz O.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Poaceae;Pariana;: llenii;;Pariana llenii
UWP:115([89; University of Guatemala;Callejas R;1;1999;8;6;Guatemala;GT;Petén;17,7783778;90,84424953;5an Andres;Hacienda San Diego;292;WGS84;5332;Callejas R.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Greigia;danielii;;Greigia
UWP:1153(81;University of Guatemala;Callejas R;1;1999;8;6;Guatemala ;GT;Petén;17,7795212;-90,1066629;Andressan;Hacienda San Julidn;292;WGS84;5332;Morales J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Guzmania;coriostachya;
UWP:115382; University of Guatemala;Callejas R;1;1999;8;6;Guatemala ;GT;Petén;17,788847;-90,0136721;5an Anders;Hacienda Santa Maria Ite;292;WGS84;5332;Morales J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Guzmania;coriostas
UWP:115€(1; University of Guatemala;Vargas 1;1;1979;1;12;Guatemala;GT;Petén;17,3098632;-89,7846692;San Jose; Inspeccién El Capricho;100;WGS84;1530;Betancur J.;;Plantae;Magnoliophyta; Equisetopsida;Poales;Bromeliaceae;Aechmea;dactylina;;Aech
UWP:1157/1; University of Guatemala;Vargas 1;1;1979;1;11;Guatemala;GT;Petén;17,5995834;-89,169355;Melchor de Mencos;Bosque de El Ocaso;250;WGS84;6030;"Forero E.; Gentry A.";;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae; Aechme
UWP:115€/53; University of Guatemala;Vargas |;1;1996;4;18;Guatemala ;GT;Petén;17,6636186;-90,9257567;San Andres;Granja de Chinchina;235;WGS84;4824;Correa E.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Guzmania;coriostachya;;
30 [UWP:115€19: University of Guatemala:Vargas 1:1:1979:1:11:s |a;GT:Petén;17,6719406:-89,2924027;Melchor de Mencos;Bosaue de San Rafael, cerca de Parque Puracé;250;WGS84:6030:Betancur J.;:Plantae:Magnoliophyta:Equisetopsida;Poales:Brom ~
09 Data Cleaning - DATA EXAMPLE ‘ @ q »

Ready Count: 761 B ] = 1 + 100%
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Select the entire first column, then on the tab Data, choose Text to Columns and follow the Import Text Wizard
(like solution 1.1).
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2. Add a filter

Open the Excel spreadsheet.

AZ GBIF

On the tab Data (1), choose Filter (2). You can click on the small down arrow (3) of the column you want to filter.

H e e -

EXAMPLE,

aning -

File Home Insert  Page Layout View  ACROBAT  Q Tell me what you want to do.

Signin 2. Share

Formulas ﬂ Review

= [rstowdmeries Connections Clear N = €I
B0 b [ Mo Do uMEMEe @ 5B = B- o8 @ B @0 @
From From From From Other Existing New Refresh Textto Flash Remove Data Consolidate Relationships  Manage ‘What-If Forecast Group Ungroup Subtotal
Access Web Text Sources~ Connections Query~ ®RecentSources — pj~ Links Advanced  Columns Fill Duplicates Validation ~ Data Model Analysis = Sheet - -

Get External Data Get & Transform Connections Data Tools Forecast Qutline ) ~

N4 - S Inspeccién El Capricho N v

A B C 11 © E H 1 J K L M N [o] P Q -
1 | Cat. Nu - | University ~ | Collector | - ro. of {- | VE - | Country col. | - |country - | statePré - | lat - llon ~ | County| ~ | Locality = | Elevatid = | geodeti | coordin  |ide
2 | UWP:1002 University of Guatemala Betancur J "1901 Guatemala GT Petén  17,2388802 ".90,6602972 La Libertac Ciénagas d 250 WGS84 3300 Bet
3 | UWP:1002 University of Guatemala Betancur J 1 "1901 Guatemala GT Petén  17,288954 "90,6705137 La Libertac Club EI Ro(250 WGS84 3300 Bet
4 |UWP:1013 University of Guatemala Fonnegra R 1 1994 Guatemala GT Petén ’1713098632 9,7846692 San Jose \nspsccic’)n'514 wGss4 1731 Dia
5 | UWP:1017 University of Guatemala Betancur J 1 "1993 Guatemala 6T petén  17,6569118 9,6001739 Flores  Péramo de270 wesss 1952 Bet
6 UWP:1017 University of Guatemala Betancur J 1 "1993 Guatemala GT Petén 175327108 " 89,8173641 San Jose  Sitio Tinaje 360 WGS84 842 Bet
7 |UWP:1021 University of Guatemala Betancur J 1 "1904 Guatemala GT petén  17,1793889 ”90,8080889 Libertad L< Barric One 150 WGSe4 9593 Bet
8 UWP:1021 University of Guatemala Betancur J 1 "1904 Guatemala T Petén  17,1821024  -00,7431008 La Libertac Barrio Poli’ 150 WGS84 9593 Bet
9 UWP:1022 University of Guatemala Vargas | 1 "1905 Guatemala T Petén  5°35'12"N 75°46' 18" W Flores  CercadeY514 WGss4 201 Bet
10  UWP:1031 University of Guatemala Cardona F 1 "1996 Guatemala GT Petén  17,5260944 ".90,8413581 San Andre:Rio Claro, 500 wGssd 3207 Bet
11 | UWP:1041 University of Guatemala Fonnegra R 1 "1996 Guatemala GT Petén  '17,7608007 9,7571283 San Jose Las Acacia 308 waGssd 757 Bet
12 | UWP:1045 University of Guatemala Callejas R 1 "1905 Guatemala GT Petén  '17,7200355 "89,3510001 Flores  Barrio EI 5240 WGS84 6514 Bet
13 | UWP:1052 University of Guatemala Acevedo P 1 "1904 Guatemala GT Petén  17,3187987 - San Jose Santagued 0 WGS84 2820 Bet
14 | UWP:1067 University of Guatemala Vargas | 1 "1997 Guatemala GT Petén  17,661793 Flores  CerroSan 145 wGssa 1771 Bet
15 UWP:1074 University of Guatemala Gonzélez F 1 1993 Guatemala 6T petén  17,3892055 Flores  Autopista (170 wGsss 1745 Bet
16 | UWP:1081 University of Guatemala Vargas | 1 "1997 Guatemala GT Petén  17,6569118 ”89,6001739 Flores  Cerro Quit 143 wGsed 1771 Bet
17 | UWP:108€ University of Guatemala Fonnegra R (1 "1997 Guatemala GT Petén  17,5094837 ”90,2983051 San Andre: Finca Maiz 173 WGSed 2842 Bet
18 UWP:1086 University of Guatemala Fonnegra R 1 1007 Guatemala T Petén  17,4863760  -00,5676366 SanAndres Finca en c(210 WGS84 2842 Bet
19 UWP:1086 University of Guatemala Fonnegra R 1 "1007 Guatemala T Petén  '17,4382065  -00,0195979 San AndresFinca Los (210 WGS84 2842 Bet
20 | UWP:110C University of Guatemala Vargas | 1 "1997 Guatemala GT Petén  17,6674466 ".89,3494615 Flores  Cerros de (140 wGssd 1771 Bet
21 | UWP:111C University of Guatemala Idérraga A 1 "1996 Guatemala GT Petén  17,6971608 0,6989102 San Andre: Hacienda (340 WGS84 2606 Bet
22 | UWP:1113 University of Guatemala Betancur J 1 "1997 Guatemala GT Petén  17,7946672 "89,8800209 SanJose Cercade 5118 WGss4 1163 Bet
23 | UWP:1135 University of Guatemala Vargas | 1 1998 Guatemala GT Petén 174543448 "89,6237693 Flores  Cerro El C¢150 WGS84 3049 Dia
24 | UWP:115C University of Guatemala Callejas R 1 "1999 Guatemala GT petén  '17,7783778 "30,84424953 San Andre: Hacienda {292 WGss4 5332 cal
25 | UWP:1153 University of Guatemala Callejas R 1 "1999 Guatemala GT petén  17,7795212 "90,1066629 Andressan Hacienda €292 WGSs4 5332 Mo
26 | UWP:1153 University of Guatemala Callejas R 1 "1999 Guatemala GT Petén  17,788847 "90,0136721 San Ander: Hacienda {292 WGsed 5332 Mo,
27 UWP:1156 University of Guatemala Vargas | 1 "1979 Guatemala 6T Petén  17,3008632  -80,7846692 San Jose  Inspeccion 100 WGS84 1530 Bet
28 UWP:1157 University of Guatemala Vargas | 1 "1079 Guatemala T Petén  17,5005834  -80,160355 Melchor diBosque de 250 WGS84 6030 For
29 UWP:1158 University of Guatemala Vargas | 1 1096 Guatemala 6T Petén  17,6636186  -00,9257567 San Andre: Granja de (235 WGsg4 4824 Co

30 |UWP:1158 University of Guatemala Vargas | 1 "1979 Guatemala GT Petén  '17,6719406 "89,2024027 Melchor diBosgue de'250 WGss4 6030 Bet ~
09 Data Cleaning - DATA EXAMPLE | @ 4 >

Ready = mE = ] + 100%

On the filter menu, you will be able to make ascending or descending sorting (4), select or unselect all filters

(5), choose specific data to filter (6) and clear your filters (7).

8] sortAtoz 4
Zl SortZtoA

Sort by Color 4
Text Filters »
Search jo.

(selectall; | 5

cevedo |:
Alzate F; Callpjas R; Cardona F; Iddrrag
Arbelaez M | ©

Arbeldez M; Restrepo D
Benavides A
Eetancur H -
1 3
| 7
[ oK ] I Cancel

Biodiversity Data Mobilization Data Cleaning - Excel Tips
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3. Merge columns

Open the Excel spreadsheet. The new column eventDate will be the result of the merging of column YE (column E),
MO (column F) and DA (column G).

Create the eventDate on the right of DA (right click on the column then insert). The new column will be column H.

s 09 Data Cleaning - DATA EXAMPLE.csv - Excel

Home  Insert Page Layout Formulas Review  View  ACROBAT

Signin ,Qr Share

Q Tell me what you want to do..

From From Other Textto Consolidate Relationships Manage | \ t | Group Ungroup Subtota
ext Sources Co Columns n t
Get External Data Get & Transform Connections Sort & Filter Data Tools Forecast Cutline ~
SUM - X v f | -E2R"-"BF2RM-"EG2E™ v
A B E 1 J K L M N -
1 |Cat. Numb. University Collector No. of spe YE MO DA eventDate Country col. countryCo stateProvillat lon County
2 |UWP:100217  University of Guatemala  Betancur ] 1 1901 |5 11 |=F28"-"8P2&"-"&G R :jjatemala GT Petén  17,2388802 "90,6602972 La Libertad
3 UWP:100218 University of Guatemala Betancur ) 1 1991 5 11 1991-5-11 atemala GT Petén '17,288954 '—90,6705137 La Libertad
4 |UWP:101378 University of Guatemala  Fonnegra R 1 90 5 31 1994-5-31 Guatemala GT Petén  17,3098632 "89,7846692 San Jose
5 |UWP:101717 University of Guatemala  Betancur 1 993 11 "3 1993-11-9 Guatemala GT Petén  17,6569118 "89,6001739 Flores
6 |UWP:101737 University of Guatemala  Betancur ] 1 993 11 "7 1993-11-7 Guatemala GT Petén  17,5327108 "89,8173641 San Jose
7 UWP:102143 University of Guatemala  Betancur ) 1 f90a 73 20 1994-4-20 Guatemala GT Petén  17,1793889 "90,8080889 Libertad La
8 |UWP:102144 University of Guatemala  Betancur 1 "90s 2 20 1994-4-20 Guatemala GT Petén  17,1821024 "90,7431008 La Libertad
9 UWP:102233 University of Guatemala  Vargas| 1 995 12 1995-12- Guatemala GT Petén 5°35'12"N 75°46' 18" W Flores
10 UWP:103108 University of Guatemala  Cardona F 1 96 4 3 1996-4-3 Guatemala GT Petén  17,5260944 "90,8413581 San Andres
11 UWP:104139 University of Guatemala  Fonnegra R 1 996 s "15 1996-5-15 Guatemala GT Petén 17,7608007 "89,7571283 San Jose
12 UWP:104512 University of Guatemala  Callejas R 1 995 7 21 1995-7-21 Guatemala GT Petén  '17,7200355 "89,3510901 Flores
13 UWP:105202 University of Guatemala  Acevedo P 1 fl99a o 77 1994-0-7 Guatemala GT Petén  '17,3187987 "20,0058103 San Jose
14 UWP:106768 University of Guatemala  Vargas | 1 997 2 "18 1997-4-18 Guatemala GT Petén  17,661793 "89,4056627 Flores
15 UWP:107441 University of Guatemala  Gonzalez F 1 993 1 19 1993-4-19 Guatemala GT Petén  17,3892055 ".89,7275 Flores
16 UWP:108120 University of Guatemala  Vargas | 1 997 4 "8 1997-4-18 Guatemala GT Petén  17,6569118 "29,6001739 Flores
17 UWP:108607 University of Guatemala  Fonnegra R 1 997 11 "12 1997-11-12 Guatemala GT Petén  17,5094837 "90,2983051 San Andres
18 UWP:108631 University of Guatemala  Fonnegra R 1 997 11 "0 1997-11-10 Guatemala GT Petén  17,4863769 ".90,5676366 SanAndres
19 |UWP:108632 University of Guatemala  Fonnegra R 1 7997 11 10 1997-11-10 Guatemala GT Petén  17,4882065 "90,0195979 San Andres
20 UWP:110071 University of Guatemala  Vargas | 1 o972 20 1997-4-20 Guatemala GT Petén  17,6674466 ".89,3494615 Flores
21 UWP:111004 University of Guatemala  Idarraga A 1 996 3 1996-4-3 Guatemala GT Petén  17,6971609 "90,6989102 San Andres
22 UWP:111383 University of Guatemala  Betancur ) 1 997 10 7 1997-10-7 Guatemala GT Petén  17,7946672 "89,8800209 San Jose
23 UWP:113512 University of Guatemala  Vargas | 1 KCTE G "12 1998-9-12 Guatemala GT Petén  17,4543448 ".89,6237693 Flores
24 UWP:115089 University of Guatemala  Callejas R 1 999 8 (3 1999-8-6 Guatemala GT Petén  17,7783778 "90,84424953 San Andres
25 UWP:115381 University of Guatemala  Callejas R 1 999 3 6 1999-8-6 Guatemala GT Petén  17,7795212 "90,1066629 Andressan
26 UWP:115382 University of Guatemala  Callejas R 1 999 B % 1999-8-6 Guatemala GT Petén  '17,788847 "90,0136721 San Anders
27 UWP:11561  University of Guatemala  Vargas | 1 979 1 12 1979-1-12 Guatemala GT Petén  17,3098632 "89,7846692 San Jose
28 UWP:11571  University of Guatemala  Vargas | 1 o791 11 1979-1-11 Guatemala GT Petén  17,5995834 "89,169355 Melchor de Me,
29 |UWP:115953 University of Guatemala  Vargas | 1 996 3 "8 1996-4-18 Guatemala GT Petén  17,6636186 "90,9257567 San Andres
30 [UWP:11599  University of Guatemala  Vargas | 1 “lo7g 1 11 1979-1-11 | GT Petén _'17,6719406 ".89,292402 Melchor de Me ~
09 Data Cleaning - DATA EXAMPLE [ >
Edit i} 2]

On H2, add this formula =E2&"-"&F2&"-"&G2.
Select the H2 right down corner, and a black cross will appear.

While clicking on the cross, go down to the end of the column to fill H.

4. Split a column

To split a column, use the same mechanism than 1.2 (Text to Columns).

5. Convert date format

Open the Excel spreadsheet.

Select the column you want to modify, make a right click on it then choose Format Cells.
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r 1
Format Cells ug
Alignment Font Border Fill Protection
Category:
General - Sample
Number eventDate
Currency
Accounting Type:
Date | g— |
Time yyyy-mm
Percentage Jifmm/aaaa hh:mm -
Fraction mm:ss
Scientific mm:ss,0 i
Text @
I [h]:mm:ss |
M E#HQ €t # #HO €
T RO\ € - #HO\ € 4
r# EH0 00 £ -* # FH000 £ 1 F r
-t ##0 00\ € - # #2000\ € - > = =
[§-fr-FRIjjjj j mmmm aaaa |
rillllb h
|
:
|
Type the number format code, using one of the existing codes as a starting point. |
|
|
|
|

Data Review  View  ACROBAT Q Tell me what you want to do.

< GBIF

Signin S share

= Cut - - =, En BEx T X AutoSum A
%Copy i Calibri lu <A A - EPWrapText Custom - E—‘ D Normal Bad Good . = EEX E - zY p
Pase e BT U DA Elveroe e Canter - - % » |53 3 Condiionl Formatas Newtel EECI .|| reon DdecFomat o, o Anda
Clipboard & Font & Alignment " Number ® Styles Cells Editing ~
H9 - fe | =E98"-"&F9R"-"8GOR™ -
A | B | C | | E | F | G | H | I L1 | k] L | M | N -
1 |Cat. Numb. University Collector No. of spe YE MO DA eventDate Country col. countryCo stateProvil lat lon County
2 |UWP:100217 University of Guatemala  Betancur ) " "1991 "s 11 1991-5-11 Guatemala GT Petén  '17,2388802 "90,6602972 La Libertad
3 UWP:100218 University of Guatemala  Betancur J " "1991 "s 11 1991-5-11 Guatemala GT Petén  '17,288954 "90,6705137 La Libertad
4 |UWP:101378 University of Guatemala  Fonnegra R " 994 5 31 1994-5-31 Guatemala GT Petén  '17,3098632 " 89,7846692 san Jose
5 |UWP:101717 University of Guatemala  Betancur J " "1993 11 "a 1993-11-9 Guatemala GT Petén  '17,6569118 "89,6001739 Flores
6 |UWP:101737 University of Guatemala  Betancur J " "1993 11 7 1993-11-7 Guatemala GT Petén  '17,5327108 0,8173641 san Jose
7 |UWP:102143 University of Guatemala  Betancur ) " 994 4 "0 1994-4-20 Guatemala GT Petén  '17,1793889 "90,8080889 Libertad La
8 |UWP:102144 University of Guatemala  Betancur ) " 994 4 "0 1994-4-20 Guatemala GT Petén  '17,1821024 "90,7431008 La Libertad
9 |UWP:102233 University of Guatemala Vargas | " "1995 12 1995-12- Guatemala GT Petén 5°35'12"N 75° 46" 18" W Flores
10 |UWP:103108 University of Guatemala  Cardona F " 996 4 3 1996-4-3 Guatemala GT Petén  '17,5260944 "90,8413581 san Andres
11 UWP:104139 University of Guatemala  Fonnegra R " 996 s "5 1996-5-15 Guatemala GT Petén  '17,7608007 "89,7571283 san Jose
12 |UWP:104512  University of Guatemala  Callejas R " "1995 7 21 1995-7-21 Guatemala GT Petén  '17,7200355 9,3510901 Flores
13 |UWP:105292 University of Guatemala  Acevedo P " 994 o 7 1994-9-7 Guatemala GT Petén  '17,3187987 "89,9058103 san Jose
14 |UWP:106768 University of Guatemala  Vargas | i1 997 & "8 1997-4-18 Guatemala GT petén  '17,661793 "89,4056627 Flores
15 |UWP:107441 University of Guatemala  Gonzalez F i1 "1993 3 "9 1993-4-19 Guatemala GT Petén  '17,3892055 9,7275 Flores
16 |UWP:108120 University of Guatemala  Vargas | i1 "997 & "8 1997-4-18 Guatemala GT Petén  '17,6569118 "89,6001739 Flores
17 |UWP:108607 University of Guatemala  Fonnegra R i1 997 "2 1997-11-12 Guatemala GT Petén  '17,5094837 "90,2983051 San Andres
18 |UWP:108631 University of Guatemala  Fonnegra R i1 997 "0 1997-11-10 Guatemala GT Petén  '17,4863769 0,5676366 SanAndres
19 |UWP:108632 University of Guatemala  Fonnegra R i1 997 "0 1997-11-10 Guatemala GT Petén  '17,4882065 "90,0195979 San Andres
20 |UWP:110071 University of Guatemala  Vargas | i1 "997 & "0 1997-4-20 Guatemala GT Petén  '17,6674466 "89,3494615 Flores
21 UWP:111004 University of Guatemala  Idérraga A i1 "996 & 3 1996-4-3 Guatemala GT Petén  '17,6971609 "90,6989102 San Andres
22 UWP:111383 University of Guatemala  Betancur J i1 997 10 7 1997-10-7 Guatemala GT Petén  '17,7946672 "89,8800209 san Jose
23 UWP:113512 University of Guatemala  Vargas | i1 998 9 "2 1998-9-12 Guatemala GT Petén  '17,4543448 9,6237693 Flores
24 |UWP:115089 University of Guatemala  Callejas R i1 "1999 "8 "s 1999-8-6 Guatemala GT petén  '17,7783778 "90,84424953 San Andres
25 UWP:115381 University of Guatemala  Callejas R i1 "1999 "8 "s 1999-8-6 Guatemala GT Petén  '17,7795212 "90,1066629 Andressan
26 UWP:115382 University of Guatemala  Callejas R i1 "1999 "8 "s 1999-8-6 Guatemala GT Petén  '17,788847 0,0136721 san Anders
27 UWP:11561  University of Guatemala  Vargas | i1 "1979 i1 "2 1979-1-12 Guatemala GT Petén  '17,3098632 "89,7846692 san Jose
28 UWP:11571  University of Guatemala  Vargas | i1 "1979 i1 1 1979-1-11 Guatemala GT Petén  '17,5995834 "89,169355 Melchor de Me
29 |UWP:115953 University of Guatemala  Vargas | i1 "996 & "8 1996-4-18 Guatemala GT Petén  '17,6636186 0,9257567 San Andres
30 [UWP:11599  Universitv of Guatemala  Vargas | 1 979 11 11 1979-1-11 Guatemala 6T Petén  '17,6719406 "89,2024027 Melchor de Mel ~
09 Data Cleaning - DATA EXAMPLE < »
Ready B [ = ] + 100%
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Linux instructions for LibreOffice

1. Open a text file

With LibreOffice, you just have to double-click on a text or csv file for it to display the Text Import Wizard

H-0-B- &R X B-& 9 - - A BREER Y“L LR BN QO=HO BBEE /£
LiberationSans |+ (10 v B /7 U o -B - = = = T = 1 $ % o0 0w EzZO0-E-L- &5 5 =
A5 | fx =

Text Import - [09-Data-Cleaning-DATA-EXAMPLE.csv]

Import | Import
|Characterset: Unicode (UTF-8) = | 1 ! Characterset: |Unicode (UTF-8) =
Language: Default - English (USA) = ! Language: Default - English (UsA) =
From row: 1 = 2 | Fromrow: 1 <
Separator Options | Separator Options
Fixed width ® Separated by _) Fixed width @® Separated by
] Tab ] comma & Semicolon ] Space [ other | [] Tab [] comma & semicolon [ space [[] other
] Merge delimiters Textdelimiter: |" - ] Merge delimiters Text delimiter: | " v
Other Options | Other Options
"] Quoted field as text 7] Detect special numbers | [ Quoted fField as text [[] Detect special numbers
Fields Fields 2
column type: | Column type: | Text s |
|standard  |standard |standard  |standard |standard
1 Cat. Numb. University Collector No. of spec. YE
2 UWP:100217 University of Guatemala Betancur J 1 1991
3 UWP:100218 University of Guatemala Betancur J 1 1991
4 UWP:101378 University of Guatemala Fonnegra R 1 1994
5 UWP:101717 University of Guatemala Betancur J 1 1993
6 UWP:101737 University of Guatemala Betancur J 1 1993
7 UWP:102143 University of Guatemala Betancur J 1 1994
8 UWP:102144 University of Guatemala Betancur J 1 1994 = 5
v
1 1
Help OK Cancel | Help | 0K | Cancel
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Liberation Sans v |10 v -

A4 - £ —

C:

umb.;University;Collector;No. of spec.;YE:MO;DA;Country col.;countryCx
T

UWP:100218;University of Guatemala;Betancur J;1;1991:5,11 Peten;17,288954;-90, 6705137,La Lmertau Club E1 Rode0.250, WGSM 3300,

UWUP:101375:University of Guatemala; m a R;1:10045,31;Guatemala; G

Viiesea drew Specie:
- Olyia atiolia:Olya Jatiolia: Species

reigia:stenolepis::Greigia Stenolepis:Species:LB. Sm
84:9503 Betancur J.-Plantae :Poale: \zmaniafosteriana::Guzmania fosteriana:spe || &)
Poale: uzmania:fosteriana;; Guzmania fosteriana;Species;L.B. Sm.;
Poale: i Catopsis;sessiliflora:: Catopsis sessiliflora; Species; (Ruiz & Pav.) Mez; fx

Poales| - Guzmania lingulata:; Guzmania ingulata: Specie
Poales uzmania \Zmania coniostachya;Species:(Grisen.) Mez:
Poale Raginaesimiehelr: Raciasa michell: Species: (ez) A, Spencer & L, Sm
i -Poale: Catopsis sessilflora: Catopsis sessiliflora; Species; (Ruiz & Pav|
Poale: uzmania ingulata: Guzmania mSpec\e
romeliaces

Jantae -Poale: wzmania uzmana
Poale: :Aechmea:veitchii; Aechmea veitchii: Species:Baker;
-Poale: \echmea:veitchii::Aechmea veitchii; Species; Baker;

uwi
UWP- 108632 University of Guatema\a:fgwg R

UWP:110071:University of Guatemala:Vargas |;1;19 :Poales uzmanialinguiata:Guzmania linguiata: Species: (L.) Mez:
Poale: uzmania;lingulata;:Guzmania lingulata:Species;(L.) Mez:
Betancur 7, i i ;Poales i uzmania; i uzmania pecies;
UWB- 113512 University of Guatemala Vargas |:1;1998;5;12;Guatemala; GT Peten 17 Capiro; 150:WGS! i Poales:Poaceae;Pariana;swallenii;; Paiana swalleni;; Species;R.C. Foster;
UWP:115089:University of Guatemala:Callejas R:1:1999:8:6:Guatemala: :Poales reigia;danielii:Greigia danelliSpecie: sm.:

25 _|UWP:115381:University of Guatemala:Callejas R;1;1999;8:6:Guatemala Poale: uzmania \zmania pecies:(Griseb.) Me
26_|UWP:115382;University of Guatemala;Callejas R;1;1090;8;6;Guatemala ; R : Poale: wzmania wzmania pecies; (Grisel
27 |UWB- 11561 University of Guaterala:Vargas 1-1;1879;1,12, Guatemala; GT,Petén:17,3098632.-89, 7846692;San Jase:|nspeccion El Capricho; 100;WGS84;1530,Betancur 1.+ Plantas Poale: echmea:dactylina:;Aechmea dactylina:Species:Baker:

28 |UWP:11571; University of Guatemala:Vargas 1:1:1979:1:11:Guatemala:GT:Peteny; 17,5995834:-89, 169355;Melchor de Mencos:Bosque de El Ocaso:250:WGS84:6030:"Forero E.; Gentry A, :Poales: Bromeliaceas: Aechmez:tonduzii: Aechmea tonduzi:Species:Mez & £

29 |UWP:115953:University of Guatemala:vargas |;1:1996:4:18:Guatemala _:GT.Peten:17,6636186:-90,9257567:5an Andres: Granja de Chinchina: 235:WGS84;4824;Correa E. :Plantae: Poale: \zmania ‘Guzmania pecies:(Griseb,) Mez

11599;University of Guatemala;Vargas ;1;1979;1;11; Guatemala:GT,Peten; 17,6719406:-89, 2924027:Melchor de Mencos: Bosque de San Rafael, cerca de Pargue Purace; 250;WGS84;6030;Betancur J.:;Plantae: Poales uzmania lingulata;:Guzmania lingd
UWP:11638;University of Guatemala;Mercado J; 1;1078;3;17;Guatemala; GT;Petén; 17, 2446118;-69,2133292;M 8 i io Losada:211;WGSB4;1626;Medina N. ;Plantae; Poales; Poaceae; Polypogon;:; Polypogon; Genus;;

32 |UWP:116523;University of Guatemala:Vargas |;1;1998; Poale: -Aechmea:contracta::Aechmea contracta:Species:(Mart. ex Schult. f.) Baker:
33 |UWP:116524:University of Guatemala:Vargas |:1;1998; 5 Poale: | Achmea:contractarAecNmea Contracta:Species:(Mart. ex Schult. 1.) Baker,
34 |UWP:116525:University of Guatemala;Vargas 1;L; 1908;8;Guatemala; GT,Peten;'7* 18' 10.12" N";'75* 04' 25.03" W';FloresiLote en Ias afueras del pueblo; 150:WGS84; 1507, Betanewr J.:;Planiae: :Poales echmea: :Aschmea pecie:
35 |UWP:116530;University of Guatemala;Callejas R;1;1000;10;0;Guatemala. GT.Petén; 17, 7783778, 00,84424053; 5an Andres;Hacienda San Diego; 30;WGS84;5273;|dArraga A.;:Plantae: :Boales;Poaceae;Lasiact idea::Lasiaci pecies;(Desv. ex Ham.) Hitchc.
36 |UWP:117325University of Guatemala;Vargas 1;1;1999;7; :Poale: \zmanialingulata:Guzmania lingulata:Species

37 |UWP:117538:University of Guatemala:Fonnegra :Poales:Bromeliaceae:Aechmea:servitensis::Aechmea servitensis:Species:Andre:

UWP:117539.University of Guatemala Egm aR:

:Poale: \echmea:senvitensis; Aec
-procerrima::Lasiacis procerrima;Species;(Hack.) Hitchc.:

Poales;Poaceae;| asiacis:procerrima;;Lasiacis procemima; Species; (Hack.)
e ‘superba:Species:Maguire:Flor de
Poales Bromeliaceas Aechmeaipubescens::Aschmea pubes
opsigaPodles: 9@9@&,,%5 i ‘elegans:Eleochais elegans:Species: (<) Roem. & Seiul

Catopsis:sessiliflora; Catopsis sessiliflora; Species; (Ruiz & Pav.) Mez;
clingulata:: Guzmania lingulata:Species:(L.) M:

Poale:

:Podle: uzman

UWP:121879:University of Guatemala:Vargas |;1:2000;9;17:Guatemala: GT.P&ten de :Poale. reigia:danielii-Greigia danielj:Species:LB. Sm.:
47 WP 121913 University of Guatemala;Vargas 111 1998;7:23:Gualemala; GT Pelen;17,341174:-90, 6223826:5an Andres E1 Reliro-Chigo, Gerca de Bogota. 30, WGS84: 1413 Vargas W. Poale: uzmania:confinis: Guzmania confinis: Species:L.B, Sm.
48 |UWP:122274;University of Guatemala;Benavides A;1;1997:6;,Guatemala ;GT,Peten;17,4306479;-90,1144083;San Andres:Finca El Carajito; 250:WGS84; 1770; Benavides J.;;Plantae Poales wzmana wzmania pecies:(Grised.) M
49 |UWP:122320University of Guatemala;Vargas |;1;2000;5:24;Guatemala; GT Petén; 17,2667234;-89,4401353; Flores; Anroyo Kutamahana, cerca de Uribia; 120,WGSB84;15762;Betancur J.;:Plantae; Poale: Catopsis;sessiliflora:; Catopsis sessiliflora; Species:(Ruiz &
50 |UWP:122471;University of Guatemala;Vargas P;1;2000;5:23;Guatemala; GT,Peten:"'6” 4 20.210" N',"75° 38' 20.440" W":La Libertad:Barrio Oneti;514;WGS84;1190;Betancur Poale: echmeaservitensis: Aechmea servitensis: Species: André:
51 |UWP:122471:University of Guatemala:Varas |:1:2000;5:23:Guatemala; GT:Petén;17,1793889;-00,8080889; a Libertad:Barrio Oneti margen izquierda del rio Jella;514:WGS84; 1190; Betancur J.;:Plantae; : :Poales Aechmea: echmea ispeey”
M 4 » M & | 09-Data-Cleaning-DATA-EXAMPLE
heat 1aF 1 nafanlt T Im Qum=n A+ 0%

2. Add a filter

The filter tool (AutoFiltre) is directly accessible on the main (and only) page of LibreOffice:

H-O-B-H8R % B-5 9- Wi ¥ 020 BEBE /4
Liberationsans |v|[10 |v| B 7 U o - B - $ % oo 09 0y
<] v fx & = |collector -
e 5 £ [ F [ c | ] ] T« [ t | m [ ~ [ o [ ¢ |
Cat. Numb. [~]University [~]Collector No. of sprjE [x]MO [~]DA Ec:ountry COIEMWIN [*]lon [¥]County  [~]Locality col[~]Elevation Egggggg@vlgﬂj Ascendin g
| 2 |UWP:100217  University of »Betancur J 1 o1 5 1 Guatemala Petén 17,2388802 -90,6602972 La Libertad Ciénagas de »250 WGS84 - =
| 3 |UWP:100218  University of »Betancur J 1 1991 5 1 Guatemala GT 17,288954  -90,6705137 |La Libertad Club EI Rode»250 WGS84 3 cending
| 4 |UWP:101378  University of FonnegraR 1 1994 5 31 Guatemala  GT 17,3098632 -89,7846692 SanJose Inspeccion EP514 WGS84 1 = =
| 5 |UWP:101717  University of »BetancurJ 1 1993 1 9 Guatemala  GT 17,6569118 -89,6001739 Flores Paramo de EP270 WGS84 1
| 6 |UWP:101737  University of »BetancurJ 1 1993 1 7 Guatemala  GT 17,5327108 -89,8173641 SanJose Sitio Tinajas, »360 WGS84 8
[ 7 Juwe: University of »Betancur J 1 1994 4 20 Guatemala  GT 17,1793889 -90,8080889 Libertad La Barrio Oneti 150 WGS84 g || fx
8 University of »Betancur J 1 1994 4 20 Guatemala  GT 17,1821024 -90,7431008 La Libertad Barrio Policar 150 WGS84 9
B University of »Vargas | 1 1995 12 Guatemala  GT 5°3512"N 75° 46' 18" W Flores Cerca de Yute514 WGS84 2
University of »Cardona F 1 1996 4 3 Guatemala  GT 175260944 -90,8413581 San Andres Rio Claro, la®500 WGS84 3
University of »FonnegraR 1 1996 5 15 Guatemala  GT 17,7608007 -89,7571283 SanJose  |Las Acacias 308 WGS84 7
University of »Callejas R~ 1 1995 7 21 Guatemala  GT 17,7200355 -89,3510901 Flores Barrio El Siler240 WGS84 6
[13 ] University of "Acevedo P 1 1994 9 7 Guatemala  GT 17,3187987 -89,9058103 SanJose  Santagueda, »0 WGS84 2
[ 14 luwe: UWP 106768 University of »Vargas | 1 1997 4 18 Guatemala  GT 17,661793  -89,4056627 Flores Cerro San Jor 145 WGS84 1
| 15 |UWP:107441  University of »Gonzalez F 1 1993 4 19 Guatemala  GT 17,3802055 -89,7275  Flores Autopista nor» 170 WGS84 1
| 16 |UWP:108120  University of »Vargas | 1 1997 4 18 Guatemala  GT 17,6569118 -89,6001739 Flores Cerro Quitas® 143 WGS84 1
| 17 |UWP:108607 University of FonnegraR 1 1997 1 12 Guatemala  GT 17,5004837 -90,2983051 SanAndres Finca Maizop»173 WGS84 2
| 18 |UWP:108631 University of FonnegraR 1 1997 1 10 Guatemala  GT 17,4863769 -90,5676366 SanAndres Finca en cero210 WGS84 2
| 19 |UWP:108632 University of FonnegraR 1 1997 1 10 Guatemala  GT 17,4882065 -90,0195979 SanAndres Finca Los Ce210 WGS84 2
| 20 |UWP:110071  University of »Vargas | 1 1997 4 20 Guatemala  GT 17,6674466 -89,3494615 Flores Cerros de Sur140 WGS84 1
| 21 |UWP:111004  University of ldarragaA 1 1996 4 3 Guatemala  GT 17,6971609 -90,6989102 SanAndres Hacienda Ber340 WGS84 2
| 22 |UWP:111383  University of »Betancur J 1 1997 10 7 Guatemala  GT 17,7946672 -89,8800209 SanJose  Cerca de Sar*118 WGS84 1
[ 23 |UWP:113512  University of »Vargas | 1 1998 9 12 Guatemala  GT 17,4543448 -89,6237693 Flores Cerro El Capr150 WGS84 3 @' Alzate F call ej as
| 24 |UWP:115089  University of rCallejas R 1 1999 8 6 Guatemala  GT 17,7783778 90,84424953 San Andres Hacienda Sar292 WGS84 5 '
UWP:115381  University of »Callejas R 1 1999 8 6 Guatemala  GT 177795212 -90,1066629 Andressan Hacienda Sar292 WGS84 5 .
| 26 |UWP:115382  University of rCallejas R~ 1 1999 8 6 Guatemala  GT 17,788847  -90,0136721 SanAnders Hacienda Sar292 WGS84 5 @ Arbeldez M
UWP:11561 University of »Vargas | 1 1979 1 12 Guatemala  GT 17,3098632 -89,7846692 SanJose Inspeccion EP100 WGS84 1
| 28 luwp:11571 University of »Vargas | 1 1979 1 1 Guatemala  GT 17,5095834 -89,169355 Melchor de M Bosque de EIF250 WGS84 6 @ Arbeldez M: Restr
| 29 |UWP:115953  University of »Vargas | 1 1996 4 18 Guatemala  GT 17,6636186 -90,9257567 SanAndres Granja de Ch*235 WGS84 4 '
UWP:11599 University of »Vargas | 1 1979 1 1 Guatemala  GT 17,6719406 -89,2924027 Melchor de M Bosque de S2250 WGS84 6
31 |UWP:11638 University of "Mercado J 1 1978 3 17 Guatemala  GT 17,2446118 -89,2133202 Mencos de M Confluencia 211 WGS84 1 @ Benavides A
University of »Vargas | 1 1998 8 Guatemala  GT 5°35 12"N 75° 46' 18" W Flores Lorenzo Arrib150 WGS84 1
University of »Vargas | 1 1998 8 Guatemala  GT 5°35 12"N 75° 46' 18" W Flores Los Hornitos 150 WGS84 1
University of »Vargas | 1 1998 8 Guatemala  GT 7° 18 10.12" »75° 04' 25.03>Flores Lote en las at150 WGS84 1
University of »Callejas R~ 1 1999 10 9 Guatemala  GT 17,7783778 90,84424953 San Andres Hacienda Sar30 WGS84 5
University of »Vargas | 1 1999 7 13 Guatemala  GT 17,6719406 -89,2924027 Melchor de M De Fomegue »400 WGS84 2
University of »FonnegraR 1 1999 oct 22 Guatemala  GT 17,4666948 -89,9835948 SanAndres Region San D200 WGS84 2
[ 38 | University of »FonnegraR 1 1999 oct 22 Guatemala  GT 17,4696597 -90,5694044 SanAndres Ricaurte - Pie200 WGS84 2
[ 39 luwe: UWP 117611 University of »FonnegraR 1 1999 10 20 Guatemala  GT 17,7216042 -90,062868 SanAndres Roadside in t»170 WGS84 2
W 4 b W% | 09-Data-Cleaning-DATA-EXAMPLE | !
Sheat 10F 1 Default TIm Sim=0 RS ——ET
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3. Merge columns

AL GBIF

Open the Excel spreadsheet. The new column eventDate will be the result of the merging of column YE (column E),

MO (column F) and DA (column G).

Create the eventDate on the right of DA (right click on the column then insert). The new column will be column H.

H-o-B- 98k XxDB 9 = M A REEBR “wi i % V4
Liberation Sans o +vB 7 U L-B- = = T = 1 $ % 0o = = =5
SUM v fx X v [-E2a"raF2a"rac2a™ .
A [ B | [= [ D | F [ G ] [ [ J [ K [ L [ M [ N B
1 |Cat. Numb. University Collector No. of spec. YE MO DA eventDate Country col. countryCode stateProvince lat lon County L
UWP:100217 University of *Betancur J 1 991 i3 i} JFE2&"-"&F2&"-"&G2&{" Guatemala | GT Petén 17,2388802 -90,6602972 Lalibertad C
3 |UWP:100218 University of PBetancur J 1 1991 5 11 1991-5-11 Guatemala GT Petén 17,288954 -90,6705137 Lalibertad C
4 |UWP:101378 University of *Fannegra R 1 1994 5 31 1994-5-31 Guatemala GT Petén 17,3098632 -89,7846692 SanJose  In
5 |UWP:101717 University of PBetancur J 1 1993 11 9 1993-11-9 Guatemala GT Petén 17,6569118 -89,6001739 Flores P
6 |UWP:101737 University of PBetancur J 1 1993 11 7 1993-11-7 Guatemala GT Petén 17,5327108 -89,8173641 San Jose 1S
7 JUWP:102143 University of PBetancur J 1 1994 4 20 1994-4-20 Guatemala GT Petén 17,1793889 -90,8080889 Libertadla B
8 |UWP:102144 University of »Betancur J 1 1994 4 20 1994-4-20 Guatemala GT Petén 17,1821024 -90,7431008 Lalibertad B
¢ |UWP:102233 University of »Vargas | 1 1995 12 1995-12- Guatemala GT Petén 5° 35'12" N 75° 46' 18" W Flores C
10 |UWP:103108 University of ¥Cardona F 1 1996 4 3 1996-4-3 Guatemala GT Petén 175260944 -90,8413581 SanAndres R
11 JUWP:104139 University of PFonnegra R 1 1996 5 15 1996-5-15 Guatemala GT Petén 17,7608007 -89,7571283 San Jose L
12 |UWP:104512 University of »Callejas R 1 1995 7 21 1995-7-21 Guatemala GT Petén 17,7200355 -89,3510901 Flores B
13 |UWP:105292 University of PAcevedo P 1 1994 9 7 1994-9-7 Guatemala GT Petén 17,3187987 -89,9058103 San Jose S
14 |UWP:106768 University of »Vargas | 1 1997 4 18 1997-4-18 Guatemala GT Petén 17,661793 -89,4056627 Flores C
15 |UWP:107441 University of #Gonzalez F 1 1993 4 19 1993-4-19 Guatemala GT Petén 17,3892055 -89,7275 Flores A
16 |UWP:108120 University of »Vargas | 1 1997 4 18 1997-4-18 Guatemala GT Petén 17,6569118 -89,6001739 Flores C
17 |UWP:108607 University of PFonnegra R 1 1997 11 12 1997-11-12 Guatemala GT Petén 17,5094837 -90,2983051 SanAndres F
18 |UWP:108631 University of PFonnegra R 1 1997 11 10 1997-11-10 Guatemala GT Petén 17,4863769 -90,5676366 SanAndres F
19 |UWP:108632 University of "Fonnegra R 1 1997 11 10 1997-11-10 Guatemala GT Petén 17,4882065 -90,0195979 SanAndres F
20 [UWP:110071 University of »Vargas | 1 1997 4 20 1997-4-20 Guatemala GT Petén 17,6674466 -89,3494615 Flores C
21 [UWP:111004 University of »ldarraga A 1 1996 4 3 1996-4-3 Guatemala GT Petén 17,6971609 -90,6989102 SanAndres H
22 |UWP:111383 University of PBetancur J 1 1997 10 7 1997-10-7 Guatemala GT Petén 17,7946672 -89,8800209 San Jose (o
23 [UWP:113512 University of »Vargas | 1 1998 9 12 1998-9-12 Guatemala GT Petén 17,4543448 -89,6237693 Flores C
24 |UWP:115089 University of »Callejas R 1 1999 8 6 1999-8-6 Guatemala GT Petén 17,7783778 90,84424953 San Andres H
25 |UWP:115381 University of *Callgjas R~ 1 1999 8 6 1999-8-6 Guatemala | GT Petén 17,7795212  -90,1066629 Andressan H
26 [UWP:115382 University of »Callejas R 1 1999 8 6 1999-8-6 Guatemala GT Petén 17,788847 -90,0136721 SanAnders H
27 |[UWP:11561 University of »Vargas | 1 1979 1 12 1979-1-12 Guatemala GT Petén 17,3098632 -89,7846692 San Jose I
28 |UWP:11571 University of »Vargas | 1 1979 1 11 1979-1-11 Guatemala GT Petén 17,5995834 -89,169355 Melchor de WB
29 |[UWP:115953 University of PVargas | 1 1996 4 18 1996-4-18 Guatemala GT Petén 17,6636186 -90,9257567 SanAndres G
30 [UWP:11599 University of »Vargas | 1 1979 1 11 1979-1-11 Guatemala GT Petén 17,6719406 -89,2924027 Melchor de B
31 [UWP:11638 University of PMercado J 1 1978 3 17 1978-3-17 Guatemala GT Petén 17,2446118 -89,2133292 Mencos de MC
32 [UWP:116523 University of »Vargas | 1 1998 8 1998-8- Guatemala GT Petén 5°35'12"N 75° 46' 18" W Flores Ly
33 [UWP:116524 University of »Vargas | 1 1998 8 1998-8- Guatemala GT Petén 5° 35'12"N 75° 46" 18" W Flores Ly
34 [UWP:116525 University of »Vargas | 1 1998 8 1998-8- Guatemala GT Petén 7° 18" 10.12" »75° 04' 25.03"*Flores L
35 |UWP:116539 University of "Callgjas R~ 1 1999 10 9 1999-10-9 Guatemala | GT Petén 17,7783778  90,84424953 San Andres H
36 |UWP:117325 University of »Vargas | 1 1999 7 13 1999-7-13 Guatemala GT Petén 17,6719406  -89,2924027 Melchor de MD
37 [UWP:117538 University of PFonnegra R 1 1999 OCT 22 1999-OCT-22 Guatemala GT Petén 17,4666948 -89,9835948 SanAndres R
38 [UWP:117539 University of PFonnegra R 1 1999 OoCT 22 1999-OCT-22 Guatemala GT Petén 17,4696597 -90,5694044 SanAndres R
39 [UWP:117611 University of PFonnegra R 1 1999 10 20 1999-10-20 Guatemala GT Petén 17,7216042 -90,062868 SanAndres R
T T o B T - — o - Tt TT - - - - Tt Tttt ¢ - Q|
i € » M & [ 09-Data-Cleaning-DATA-EXAMPLE |
sheet 1 of 1 Default I B Sum=0 = ———i——
1 — 9 9 ””
On H2, add this formula =E2&””’F2&””’&G2&””.
Select the H2 right down corner, and a black cross will appear.
While clicking on the cross, go down to the end of the column to fill H
.
4. Split a column
To split a column, use the same mechanism than 1. (Text to Columns).
5. Convert date format
Open the Excel spreadsheet.
Select the column you want to modify, make a right click on it then choose Format Cells.
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Format Cells

Numbers | Font Font Effects Alignment Borders Background Cell Protection

Category Format Language
Number < |Fri,Dec31,99 =| |Default-English (USA) :
Percent Fri31/Dec 99
| | Fri, December 31, 1999 i
Friday, December 31, 1999 [ |
e 12-31
Scientific 22-12:31
Fraction
Boolean Value
T | |Dec31 eventDate
ext
December -
Options
Decimal places: |0 Negative numbers red
Leading zeroes: |0 Thousands separator

Format code
YYYY-MM-DD
150 8601

Help OK J Cancel Reset

HE-O-B-ODeRk XDB-35 9- - QA BEE®B L L XNEKET Q=0 BBE A4
Liberationsans |v|[10 | B 7 U Js - M - = T o+ 4 b, 5 = 5

H1:H1048576 E3 fx I = |eventDate §
[ 8 [ ¢ [ b ] E ] F [ ¢ ] [ [ 3] K] L [ m [ N [F

University Collector No. of spec. YE MO DA leventDate Country col. countryCode stateProvince lat lon County ﬂ
University of MBetancur J 1 1991 5 11 1991-5-11 Guatemala GT Petén 17,2388802 -90,6602972 Lalibertad C-

University of *Betancur J 1 1991 5 1 1991-5-11 Guatemala GT Petén 17,288954  -90,6705137 Lalibertad C

University of MFonnegra R 1 1994 5 31 1994-5-31 Guatemala GT Petén 17,3098632 -89,7846692 SanJose  Ir

University of »"Betancur J 1 1993 1 9 1993-11-9 Guatemala GT Petén 17,6569118 -89,6001739 Flores P

University of "Betancur J 1 1993 11 7 1993-11-7 Guatemala GT Petén 17,5327108 -89,8173641 San Jose ISy

University of Betancur J 1 1994 4 20 1994-4-20 Guatemala GT 17,1793889 -90,8080889 Libertadla B

University of "Betancur J 1 1994 4 20 1994-4-20 Guatemala GT 17,1821024 -90,7431008 Lalibertad B

Univer of FVargas | 1 1995 12 1995-12- Guatemala GT 5°35' 12" N |75° 46' 18" W Flores C

University of *Cardona F 1 1996 4 3 1996-4-3 Guatemala GT 17,5260944 -90,8413581 SanAndres R

University of "FonnegraR 1 1996 5 15 1996-5-15 Guatemala GT 17,7608007 -89,7571283 San Jose Li

Univer: of rCallejas R 1 1995 7 21 1995-7-21 Guatemala GT 17,7200355 -89,3510901 Flores B

University of "Acevedo P 1 1994 9 7 1994-9-7 Guatemala GT 17,3187987 -89,9058103 San Jose S

Univer of FVargas | 1 1997 4 18 1997-4-18 Guatemala GT 17,661793 -89,4056627 Flores c

University of "Gonzalez F 1 1993 4 19 1993-4-19 Guatemala GT 17,3892055 -89,7275 Flores A

University of FVargas | 1 1997 4 18 1997-4-18 Guatemala GT 17,6569118 -89,6001739 Flores C

i of "FonnegraR 1 1997 11 12 1997-11-12 Guatemala GT 17,5094837 -90,2983051 SanAndres F

University of MFonnegra R 1 1997 11 10 1997-11-10 Guatemala GT 17,4863769 -90,5676366 SanAndres F

Univer of "FonnegraR 1 1997 1 10 1997-11-10 Guatemala GT 17,4882065 -90,0195979 SanAndres F

University of ¥Vargas | 1 1997 4 20 1997-4-20 Guatemala GT 17,6674466 -89,3494615 Flores g

University of rldarraga A 1 1996 4 3 1996-4-3 Guatemala GT 17,6971609 -90,6989102 SanAndres H

i of "Betancur J 1 1997 10 7 1997-10-7 Guatemala GT 17,7946672 -89,8800209 San Jose c

University of »Vargas | 1 1998 9 12 1998-9-12 Guatemala GT 17,4543448 -89,6237693 Flores <

Univer ofrCallgjas R 1 1999 8 6 1999-8-6 Guatemala GT 17,7783778 90,84424953 SanAndres H

University of Callejas R~ 1 1999 8 6 1999-8-6 Guatemala GT 17,7795212 -90,1066629 Andressan H

University of *Callejas R~ 1 1999 8 6 1999-8-6 Guatemala GT 17,788847  -90,0136721 SanAnders H

of FVargas | 1 1979 1 12 1979-1-12 Guatemala GT 17,3098632 -89,7846692 San Jose Ir

University of »Vargas | 1 1979 1 1 1979-1-11 Guatemala GT 17,5995834 -89,169355 Melchor de MB.

University of »Vargas | 1 1996 4 18 1996-4-18 Guatemala GT 17,6636186 -90,9257567 SanAndres G

University of »Vargas | 1 1979 1 11 1979-1-11 Guatemala GT 17,6719406 -89,2924027 B

University of "Mercado J 1 1978 3 7 1978-3-17 Guatemala GT 17,2446118 -89,2133292 Mencos de M C

Univer: of FVargas | 1 1998 8 1998-8- Guatemala GT 5°35' 12" N |75° 46' 18" W Flores Ly

University of »Vargas | 1 1998 8 1998-8- Guatemala GT 5°35'12"N 75° 46' 18" W Flores L

University of FVargas | 1 1998 8 1998-8- Guatemala GT 7° 18 10.12" »75° 04' 25.03"*Flores L

University of *Callejas R~ 1 1999 10 9 1999-10-9 Guatemala GT 17,7783778 90,84424953 SanAndres H

University of ¥Vargas | 1 1999 7 13 1999-7-13 Guatemala GT 17,6719406 -89,2924027 Melchor de MWD

Univer: of "FonnegraR 1 1999 OCT 22 1999-OCT-22 Guatemala GT 17,4666948 -89,9835948 SanAndres R

University of "FonnegraR 1 1999 oCcT 22 1999-OCT-22 Guatemala GT 17,4696597 -90,5694044 SanAndres R
University of "Fonnegra R 1 1999 10 20 1999-10-20 Guatemala GT 17,7216042 -90,062868 SanAndres R

W 4 » M & [ 09-DataCleaning-DATA-EXAMPLE | 1
Sheet 10f 1 1048576 rows, 1 columns selected Default fN=) sum=0 ——

Biodiversity Data Mobilization Data Cleaning - Excel Tips Page 16 of 16



	Excel Tips 
	Mac instructions 
	1. Open a text file  
	1.1. Solution 1 : with Excel tools 
	1.2. Solution 1 : after opening a Text file (.txt, .csv, .etc) or on Excel 
	 
	2. Add a filter 
	3. Merge column 
	4. Split a column 
	5. Convert date format 
	Windows instructions 
	1. Open a text file  
	1.1. Solution 1 : with Excel tools 
	1.2. Solution 2 : after opening a txt or csv file on Excel 
	 
	2. Add a filter 
	3. Merge columns 
	4. Split a column 
	5. Convert date format 
	Linux instructions for LibreOffice 
	1. Open a text file  
	With LibreOffice, you just have to double-click on a text or csv file for it to display the Text Import Wizard 
	2. Add a filter 
	3. Merge columns 
	4. Split a column 
	5. Convert date format 

