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Introduction

Minnesota Vital Statistics State and County Trends is an Excel file with four worksheets:
Introduction (you're looking at it), A/l County Table of Contents, All Counties, and By
County. Each worksheet is set up so it can be easily printed. The following
instructions provide some information on how to use this file.

All Counties - Navigation

There are approximately 45 tables in the A/ Counties worksheet. To navigate through
this worksheet,go to the 7able of Contents All Counties worksheet and click on the
desired table or in the A/l Counties worksheet, use the "Name Box" located in the
upper left hand corner (Figure 1). The Name Box is a drop down menu that allows
you to select the desired table.

Figure 1: Name Box
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By County - Selecting a County

By County is an eight page data summary of the A/ Counties worksheet but only for
the county you select. To select a county, click on the State of Minnesota cell (C1) in
the upper left hand corner (Figure 2). When you click on that cell, a drop down arrow
will appear in the lower right hand corner of that cell. Click on that arrow for an
alphabetical listing of all counties; scroll down and click the county of your choice.
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By County - Protected Data
The By County worksheet data are protected so you cannot enter data. If you try to
enter data you will get an error message (Figure 3). To remove the message from your

screen, click "Cancel”. Be aware that you can, however, delete data.

Figure 3:
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By County - Editing and Reformatting

The By County worksheet contains formulas, so in order to edit or reformat; it is
recommended that you change the formulas to numbers. The following steps
describe how to do this.

Step 1:

Right click on the By County tab at the bottom on the worksheet.
A window will pop up, select "Move or Copy" (Figure 4)

Figure 4: Copy Worksheet
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Step 2: Figure 5:

Move or Copy
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Step 3:
Now you will be working in your new Excel file.

In the "Name Box" in the upper left hand corner select "Print Area".
You now have the entire worksheet highlighted (Figure 6).

On the toolbar, click on "Edit’, select "Copy."
The highlighted area will now have an animated dotted line around it.

Click "Edit" once again, select "Paste Special®, select "Values”, and click "OK".
Your spreadsheet no longer has formulas in it.

Figure 6: Select County
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Step 4: Remove Data Protection

In order to reformat or move the data around, you need to remove the data
protection.

In the "Name Box" in the upper left hand corner select "Print Area".
You now have the entire worksheet highlighted.

On the toolbar, click on "Data”, then select "Validation".

A pop-up window will appear to warn you that you have more than one type of
validation (Figure 7).

Click "OK".
Figure 7:
Microsoft Excel

'1_., The selection contains more than one bype of validation,

Erase current setktings and conkinue?

[ ok | [ Cancel ]

Another pop up box will appear, select the "Settings” tab if it is not already selected
(Figure 8).

Click "Clear All" located on the bottom left hand corner of this pop up box.
You should now be able to move the data around, change formats, and edit graphs.

Figure 8:
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