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How to use Find in Excel 

There maybe minor differences between the screenshots displayed below and what you see on your 
computer. This may depend on the so8ware version installed on your computer and if your computer is 
a PC or Apple Mac.  

1. Open the Excel spreadsheet titled LibraryCatalogueEmbroiderersGuildACT. 

2. Select the Home menu.  

 

3. Locate the Editing group on the ribbon menu, click Find & Select (located on the right-hand side). 
Result: the Find & Select drop down menu will display. 

 

4. From the Find & Select drop down menu, click Find…   Result: the Find & Replace window will 
display. 

 

5. In the Find what: field, type the text that you want to find and press Return/Enter on the keyboard. 
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6. The results are displayed in a cell with the highlighted border. 

 

7. Click the Next or Previous buttons to view more than one matching search result.  

8. To try a difference search, delete the text in the Find what: field and repeat steps 5-6.  


