
I wanted to share a few things I did to “clean-up” my list.  Since my county had Churches 
from 1997 and I added Churches, I found there were a lot of duplicates with the same 
Church name and address, but with different cities and/or zip codes.  I also had duplicate 
conflicts with the same Church name and phone number, but with different addresses. 
 
My first step to hunt for duplicates was to re-alphabetize my list.  I found this necessary 
because of editing changes.  A Church might have been listed as “First Baptist Laurel”, 
but their website indicated their name was really, “Laurel First Baptist” (just an example 
off the top of my head). 
 
To put your list in alphabetical order, press CONTROL and HOME to get to the top of 
the page.  If you locate the number column on the left side, there is an empty square 
above the #1 (and just left of the Column A). 
 
Click on the empty square.  This will highlight your spreadsheet.  While your spreadsheet 
is highlighted, click on DATA (on the line at the top of the screen). 
 
Choose the option SORT and a window will appear (see below).  Choose SORT BY – 
FIRST GOOGLE HITS (the title of Column A) and choose ASCENDING.  Click OK. 
 

 
 
Your spreadsheet will now be in alphabetical order based on Column A’s information. 
 



Column size – I made the decision to enlarge each column width to make it easier to view 
the information.  I wrote down the column sizes and I will return them before I send the 
spreadsheet back to Chap. 
 
Colors – I used the color RED on column E to indicate when I had completed a line 
because I sometimes jumped around. 
 
Hide and Unhide – This is a feature I used to see more of the screen at one time.  On the 
below sample, the columns A, B, C, D, E, F, and G are in view, but I didn’t need to view 
columns B, C, and D all the time so I choose the HIDE feature. 
 

 
 
 
Use the CONTROL and HOME keys to bring you to the top of the page.  Put your cursor 
on the column(s) you want to temporarily hide.  Use the SHIFT key if you are trying to 
highlight two columns next to each other.  When the columns you want to hide are 
highlighted, press the RIGHT CLICK button on your mouse and click on HIDE. 
 



 
 
To UNHIDE the columns you had previously “hid”, click on the two neighboring 
columns to highlight them.  In this case, I would click on column A and E to highlight 
them.  Press the RIGHT CLICK button on your mouse and click on UNHIDE and the 
hidden columns will appear. 
 
FILTERS – this is one of my favorite features in Excel.  You might have noticed the 
small “arrows” in each column on my title line.  These arrows allow you to perform 
sorting actions (or filters) in each column and I used this feature to quickly find the 
duplicate lines. 
 
This is how you set up a FILTER on each line.  Use the CONTROL and HOME keys to 
bring you to the top of the page.  Put your mouse on the “number 1” cell in the top left 
corner of the spreadsheet.  This should highlight your title line (see below). 
 



 
 
Click on DATA (on the line at the top of the screen) and click on FILTER.  Click on the 
option AUTOFILTER and the little arrows will appear on each column. 



 
 
The next step is to decide which filter to use.  I choose to search for duplicate phone 
numbers first, so I clicked on the arrow on the phone number column.  To find the 
“ascending” option, you need to move the cursor “up” on the pop-up window. (see 
below). 
 



 
 
It only took me 10 minutes to view the phone numbers of my 1,200+ Churches.  Anytime 
I saw a duplicate phone number (sometimes it was list 3-4 times), I colored the cell RED 
to let me immediately spot the problem when I started my line by line search for 
webpages. 
 
When I found what I thought might be a new Church, before I entered it on the 
spreadsheet, I would use the filter on the phone column and look for that phone number.  
I found many times that I Church would have the same phone number, but the Church 
name would be different (e.g., “New Hope Baptist Church” vs “Hope Baptist Church).  
The filter showed me if I already had a line and then I used the 2 sets of information to 
search for the most current name, etc. 
 
When you are done using the filter, click on the arrow again and choose ALL.  This will 
re-sort the spreadsheet. *** NOTE – if you haven’t used this feature before, I will share 
this tip.  If you use a filter and then forget to re-set it to ALL, the arrow will turn to blue 
to show you a filter is in place.  You can use multiple filters but you need to reset them to 
ALL when you are done. 
 
Another filter I used very quickly was on the addresses.  I used the same technique of 
sorting as the phone numbers by using SORT ASCENDING.  The duplicate addresses are 
easy to spot and I tagged them RED to for easy identification as a potential problem.  
You could also you this FILTER to look for a specific address.  (*** You can use this 



filter idea (looking for a specific name, number, sort ascending, etc.) on any column, it 
just depends on what you are looking for. 
 
By using the filters to find duplicate Churches, I was able to delete almost 200 Church 
lines (only after I searched the internet for the most current information and determined 
that the Church had probably moved and another line had the most current information. 
 
Searching on Google – This is how I worked during my line-by-line search.  I kept Excel 
and Google open at the same time.  To do this, minimize the Excel screen and reduce it to 
half a screen by using the arrow on the bottom of that window and do the same with 
Google using – Explorer. (see below) 
 

 
 
I found I got better results if I copied and pasted the Church name and phone number into 
the Google box than if I used just the Church name or Church name in parenthesis 
because sometimes there was an abbreviation in the Excel Church name and Google 
wouldn’t pick it up to give me the full name. 
 
Leslie 
 


