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Biodiversity Data Mobilization - Data Cleaning Exercise

Picture from Marcel Hol, obtained via : i -

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.

© Delimited

_Fixed width

- Characters such as commas or tabs separate each field.
- Fields are aligne

mcotarmTs withT PdCES DElWeeTT edciT frefd:

Start import at row: E S Unicode (UTF-8)

File origin:

Preview of selected data:
Preview of file /Users/mari

| /D.../09 Data Cleaning - DATA EXAMPLE.csv.

1[0Cat. Numb.;University;Collector;No. of spec.;YE;MO;DA;Country col.;countryCode;stateProvince;lat;lon;Coy

Biodiversity Data Mobilization

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 [UNP:101378;University of Guatemala;Fonnegra R;1;1994;5;31;Guatemala; GT;Petén;17,3098632;-89,7846692;San ]
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 JUWP: 102143 ;University of Guatemala;Betancur J;1;1994;4;20;Guatemala;GT;Petén;17,1793889;-90,8080889; L iber|
8 |JUWP:102144;University of Guatemala;Betancur J;1;1994;4;20;Guatemala;GT;Petén;17,1821024;-90,7431008;La Li
9 |UWP: 102233 ;University of Guatemala;Vargas 131;1995:12;;Guatemala;GT;Petén;"5° 35' 12"" N";"75° 46' 18"" W
Cancel Finish

Session 08a
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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
2 Semicolon Text qualifier: = " [T

Comma

Space

Other:
Preview of selected data:
NCat. 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 |1 1994 20 |Guatemala GT Petén
UWP: 102144 |University of Guatemala [Betancur J |1 1994 20  |Guatemala GT Petén
UWP:102233 |University of Guatemala [Vargas I 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

L Text
Date:

2
MDY [

Do not import column (Skip)

Advanced...

Preview of selected data:

1109217
1109218
1101378
1101717
1101737
1102143
1102144
1102233

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

MlUniversity Collector No. of spec.

Guatemala
Guatemala

Cancel

< Back

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.

Biodiversity Data Mobilization

Data Cleaning - Excel Tips
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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).

D& g - B 09 Data Cleaning -
Page Layout Formulas Review View Developer
T T \ # | Connections Ay A Ciont ] L& 7 r [ Shaw Deta
Sh &N &Y BN AN A Y % =, R B E e
= = = L= Properties Z | L - {£=214
From From From New Database Refresh i 4 Sort Filter V’ Advanced Textto  |Remove Data Consolidate What-If Group  Ungroup Subtotal Hide Detail
FileMaker HTML  Text Query All Edit Links Columns Puplicates Validation Analysis
- fx  Cat. Numb.;University;Collector;No. of spec.;YE;MO;DA;Country col.;countryCGae;stateProvince;lat;lon;County; Locality col.;Elevation;geodeticDatum;coordinate v
B C D E F G H I ] K 5 M N o] P Q R 5
Cat. Numb.;\fniersity;Collector;No. of spec.;YE;MO;DA;Country col.;countryCode;stateProvince;lat;lon;County;Locality col.;Elevation;geodeticDatum;coordinate Uncertainty;identifiedBy;typeStatus;kingdom; phylum;class;order;family;genus;specificEpithet;in
UWP:100217|2188802;-90 6602972;La Libertad;Ciénagas de Jotaudo - Munguido; 250, WG584;3300;Betancur J.;;Plantae;Magnaliophyta;Equisetopsida; Poales;Bromeliaceae; Vriesea;drewii;;Vriesea drewii;Species; L.B. Sm.;
UWP:10021§|248954;-90 6705137;La Libertad;Club El Rodeo;250;WG584;3300;Betancur J.;;Plantae; Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Vriesea;drewli;Vriesea drewii;Species;L.B. Sm.;
UWP:101375[3098632;-89 7846602;5an lose;Inspeccion Fl Capricho;514,WGS84;1731;Diaz 0 ;;Plantae;Magnoliophyta;Equisetopsida;Poales;Poaceas;Qlyra;latifolia;;Olyra latifoliaSpecies; L ;
UWP:101717|6969118;-89 6001739;Floi cerca de Pasto;270;WGS84,1952;Betancur J.;;Plantae;Magnoliophyta;Equiset ;Poales;Bromel ;Guzmania;coriostachya;;Guzmania coriostachya;Species;(Griseb.) Mez;

UWP:101737
UWP:10214;
UWP:102144,
UWP:102237

B
5327108;-89 8173641;5an afluente del rio Tapart6;260;WGS84;842;Betancur ).;Plantae;Magnoliophyta;Equisetopsida; Poales;Bromeliaceae; G ;stenolepis;; Greigia stenolepis; ies;L.B. Sm.;

1§93889;-90 B080889;Libertad La;Barrio Oneti margen izquierda del rio Jella; 150;WGS584;9593;Betancur J.;;Flantae; Magnoliophyta;Equisetopsida; Poales; Bromeliaceae;Guzmania;fosteriana;; Guzmania fosteriana;Species;L.B. Sm.;

1421024;-90 7431008;La Libertad;Barrio Policarpa; 150;WGS584;9593; Betancur J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Guzmania;fosteriana;;Guzmania fosteriana;Species;L.B. Sm.;

;University of Guatemala;Vargas 1;1;1995;12;;Guatemala;GT;Petén;"5° 35' 12"" N";"75 48’ 18"" W" ;Flores;Cerca de Yuto;514;WGS84;291;Betancur J.;;Plantae;Magnaoliophyta;Equisetopsida;Poales;Bromeliaceae;Catopsis;sessiliflera;; Catopsis sess

UWP:10310¢

60944;-90 8413581;5an lado del camino hacia El Refugio;500;WG584,3207;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Guzmania;lingulata;; Guzmania lingulata;Species;{L.) Mez;

UWP:10413¢
UWP:104513
UWP:10529:
UWP: 106764,
UWP:10744;

7408007;-83 7571283;5an Jose;Las Acacias;308;WGS584;757;Betancur .;;Plantag;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Guzmania;coriostachya;;Guzmania coriostachya;Species;(Griseb.) Mez;
00355;-89 3510901;Flores;Barrio El Silencio;240;,WGS84;6514;Betancur 1.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae; Racinaea;michelii;;Racinaea michelii;Species;(Mez) M.A. Spencer & L.B. Sm.;
[87987,-89 9058103;5an granja Montelindo;0;WG584;2820;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida; Poales;Bromeliaceae;Catopsis;sessiliflora;;Catopsis sessiliflora;Species;(Ruiz & Pav.) Mez;
1793;-89 4056627;Flores;Cerro San José;145;WGS84;1771;Betancur |.;;Plantae;Magnoliophyta;Equisetopsida; Poales;Bromeliaceae;Guzmania;lingulata;;Guzmania lingulata;Species;(L.) Mez;
92055;-89 7275;Flores;s parque de Bello y Copacabana; 170;WGS84;1745;Betancur | ;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Catopsis;nutans;;Catopsis nutans;Species;(Sw ) Griseb.;

UWP:10812(
UWP:108607
UWP:10863:
UWP:10863;
UWP:11007
UWP:11100¢
UWP:11138;
UWP:113515
UWP:11508¢

7

3

6

3

6969118;-89 6001739;Flores;Cerro Quitasol;143;WGS84;1771;Betancur 1.;;Plantae;M liophyta;Equi ide;Poales;Bromeli ;Guzmania;angustifolia;;Guzmania angustifolia;Species;(Baker) Wittm.;
5(94837;-90 2983051;5an below pérame de Chili;173;WG584;2842;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Guzmania;angustifolia;; Guzmania angustifolia;Species;(Baker) Wittm.;

4963769;-90 5676366;5anAndres;Finca en cercanias de Belmira; 210, WGS84;2842;Betancur 1.;;Plants;Magnoliophyta;Equisetopsida;Poales; Brameliaceae;Aechmea;veitchii;;Aechmea veitchii;Species; Baker;

4482065;-90 0195979;5an Andres;Finca Los Cedros;210,WGS584,2842;Betancur 1.;;Plants;Magnoliophyta;Equisetopsida;Peales;Bromeliaceae;Aechmea;veitchii;;Aechmea veitchii;Species;Baker;

6§74466;-89 3494615;Flores;Cerros de Suba;140;WG584;1771;Betancur J;;Plantae;Magnoliophyta;Equisetopsida; Poales;Bromeliaceae;Guzmania;lingulata;;Guzmania lingulata;Species;(L.) Mez;

6471609;-90 6983102;5an Andres;Hacienda Berlin;340;WGS84;2606;Betancur J.;;Plantae;Magnoliophyta;Equi ida;Poales;Bromel uzmania;lingulata;;Guzmania lingulata;Species;(L.] Mez;

7946672;-83 8800209;5an Jose;Cerca de Santander de Quilichao;118;,WGS584;1163;Betancur 1.;;Plantae;Magnoliophyta; Equisetopsida; Poales;Bromeliaceae; Guzmania;graminifolia;;Guzmania graminifolia;Species; (André ex Baker) LB. Sm.;
4943448;-89 6237693 ;Flares;Cerro El Capire;150;WGS84;3049;Diaz 0.;;Plantae;Magnoliophyta;Equisetopsida; Poales;Poaceae;Pariana;swallenii;;Pariana swallenii;Species;R.C. Foster;

7483778;90 84424953;5an Andres;Hacienda San Diego;292;WGS84;5332;Callejas R.;;Plantae;Magnoliophyta;Equisetopsid. | | ;Greigia;danielii;;Greigia danielii;Species;L.B. Sm.;

UWP:11538"]
UWP:11538]
UWP:11561;,

5212;-90 1066629;Andressan;Hacienda San Julian;292;WGS84;5332;Morales | ;;Plantae;Magnoliophyta;Equisetopsida; Poales;Bromeliaceae;Guzmania;coricstachya;;Guzmania coriostachya; Species;(Griseb.) Mez;

748847,-90 0136721;5an Anders;Hacienda Santa Maria Ite;292;WG584,5332;Morales J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Guzmania;coriostachya;;Guzmania coriostachya;Species;(Griseb.) Mez;
3098622;-83 7846692;5an Jose;Inspeceion El Capricho;100;WG584;1530;Betancur ).;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae; Aechmea;dactylina;;Aechmea dactylina;Species;Baker;

4;-89 169355;Melchor de Mencos;Bosque de El Ocaso;250;WGS84;6030; "Farero E.; Gentry A.";;Plantae;Magnoliophyta;Equisetopsida; Poales;Bromeliaceae;Aechmea;tonduzii;; Aechmea tonduzii;Species;Mez & Pittier ex Mez;

UWP:11571

UWP:11585¢|

36186;-90 9257567;5an Andres;Granja de Chinchind;235;WGS84;4824;Carrea E.;;Plantae;Magnoliophyta;Equi da;Poales;Bromel ;Guzmania;coriostachya;;Guzmania cariostachya;Species;(Griseb.) Mez;

UWP:11559;,

6719406;-89 2924027;Me cerca de Parque Puracé; 250, WGS584;6030;Betancur |;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Guzmania;lingulata; ;Guzmania lingulata;Species;{L.} Mez;

2446118;-89 2133292;:Mencos de Melchor.Confluencia Cafic Perdido-Rio Losada;211;WG584;1626;Medina N.;:Plantae;:Magnoliophvta;Equisetopsida; Poales:Peaceae;Palypogan;:;Polypogon; Genus:;

4 r 09

Ready bl Count: 761

Data Cleaning - DATA EXAMPLE +

- — —t 100%

Select the entire first column, then on the tab Data, choose Text to Columns and follow the Import Text Wizard

(like soluti

Biodiversity

on 1.1).
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2. Add a filter

Open the Excel spreadsheet.

O a wv-

Insert

©

From
FileMaker

From
HTML

From
Text

New Database

Query

Page Layout

Refresh
All

Al s fx  Cat.Numb.

A B
Cat. Numb)| ¥ luniversity
UWP:100217 University of Guatemala
UWP:100218 University of Guatemala
UWP:101378 University of Guatemala
UWP:101717 University of Guatemala
UWP:101737 University of Guatemala
UWP:102143 University of Guatemala
UWP:102144 University of Guatemala
UWP:102233 University of Guatemala
UWP:103108 University of Guatemala
UWP:104139 University of Guatemala
UWP:104512 University of Guatemala
UWP:105292 University of Guatemala
UWP:106768 University of Guatemala
UWP:107441 University of Guatemala
UWP:108120 University of Guatemala
UWP:108607 University of Guatemala
UWP:108631 University of Guatemala
UWP:108632 University of Guatemala
UWP:110071 University of Guatemala
UWP:111004 University of Guatemala
UWP:111383 University of Guatemala
UWP:113512 University of Guatemala
UWP:115089 University of Guatemala
UWP:115381 University of Guatemala
UWP:115382 University of Guatemala
UWP:11561  University of Guatemala
UWP:11571  University of Guatemala
UWP:115953 University of Guatemala
UWP:11599  University of Guatemala
UWP:11638  University of Guatemala

4 » Sheet1 TP

iy

[=]

VLW NO YA WN R

WWNNNNRNNNRNRNRERREB B 3 3 5
HoOpNonsBNRrOoDoOw N &WNROD

Ready

Collector
Betancur |
Betancur J
Fonnegra R
Betancur |
Betancur J
Betancur |
Betancur )
Vargas |
Cardona F
Fonnegra R
Callejas R
Acevedo P
Vargas |
Gonzdlez F
Vargas |
Fonnegra R
Fonnegra R
Fonnegra R
Vargas |
Iddrraga A
Betancur |
Vargas |
Callejas R
Callejas R
Callejas R
Vargas |
Vargas |
Vargas |
Vargas |
Mercada |

Formulas

WEW
4_Connections A

Properties
z
Sort Filter 3
Edit Links At 2|V Advanced
3
< 0 EF

View

Clear

E}.nfﬂp('h’ﬂ' M
1591 5

1991
1994 5

«

I
&
&
o o

B N I I I I I I N e e e e P AP
= =
I} e}
I} I}
& <
o

,..
e}
e}
&
(TR

u
b=}

D A e P e e A=)
i =gl N =i v} I~} Sobrmibk =&

~ 1 o [

Blss| * Coe " L 7? b +|
Textto  Remove Data Consolidate What-If Group
Columns Duplicates Validation Analysis

H I J K

\Cuuntrvu'|mumtrvcu|'|statel’ruwﬁ"Ial '|I:m
Guatemala GT Petén 172,388,802
Guatemala GT Petén 17,288,954
Guatemala GT Petén 173,098,632
Guatemala GT Petén 176,569,118
Guatemala GT Petén 175,327,108
Guatemala  GT Petén 171,793,889
Guatemala GT Petén 171,821,024
Guatemala GT Petén 5735'12"N
Guatemala  GT Petén 175,260,944
Guatemala GT Petén 177,608,007
Guatemala  GT Petén 177,200,355
Guatemala 6T Petén 173,187,987
Guatemala GT Petén 17,661,793
Guatemala GT Petén 173,892,055
Guatemala GT Petén 176,569,118
Guatemala GT Petén 175,094,837
Guatemala  GT Petén 174,863,769
Guatemala GT Petén 174,882,065
Guatemala  GT Petén 176,674,466
Guatemala GT Petén 176,971,609
Guatemala GT Petén 177,946,672
Guatemala  GT Petén 174,543,448
Guatemala  GT Petén 177,783,778
Guatemala GT Petén 177,795,212
Guatemala GT Petén 17,788,847
Guatemala GT Petén 173,098,632
Guatemala GT Petén 175,995,834
Guatemala GT Petén 176,636,186
Guatemala GT Petén 176,719,406
Guatemala  GT Petén 172,446,118

©-

&+ Share ~
v A v ®E- Show Detai
T Bl
Ungroup Subtotal Hide Detail
v
L M
|"Ccuntv ¥ | Locality col.

-806,602,972 La Libertad
-906,705,137 La Libertad
-897,846,692 San Jose
-896,001,739 Flores
-898,173,641 San Jose
-908,080,889 Libertad La
-907,431,008 La Libertad
75746'18"W
908,413,581 San Andres
-897,571,283 San Jose
893,510,901 Flores
899,058,103 San Jose

Flores

-894,056,627 Flores

-897,275 Flores

-896,001,739 Flores
-902,983,051 San Andres
905,676,366 SanAndres
-900,195,979 San Andres
-893,494,615 Flores
-906,989,102 San Andres
-898,800,209 San Jose
-896,237,633 Flores

9,084,424,953 San Andres

501,066,629 Andressan
-800,136,721 San Anders.
-897,846,692 San Jose

-89,168,355 Melchor de Mencos

-909,257,567 San Andres
-892,924,027 Melchor de Mencos
-892,133,292 Mencos de Melchor

- — —

Ciénagas de Jotaudo - Mungu
Club El Rodec

Inspecciaon El Capricho
Péramo de El Tabano, cerca d
Sitio Tinajas, afluente del rio 1
Barric Onet margen izquierd:
Barrio Policarpa

Cerca de Yuto

Rio Clare, lada del camino hac
Las Acaclas

Barrio El Silencio

Santagueda, granja Montelinc
Cerro San José

Autopista norte, pargue de Be
Cerra Quitasol

Finca Maizopolis, below pérar.
Finca en cercanias de Belmira
Finca Los Cedros

Cerros de Suba

Hacienda Berlin

Cerca de Santander de Quilich
Cerro El Capiro

Hacienda San Diego

Hacienda San Julidn

Hacienda Santa Maria Ite
Inspeccidn El Capricho
Bosque de El Ocaso

Granja de Chinchina

Bosque de San Rafael, cercad
Confluencia Cafio Perdido-Ria

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).

Biodiversity Data Mobilization

Collector

Sort 4

44 Ascending

£4 Descending J

2l

Al

Trierde AaZz
4

TrierdeZaA

None

By color:

Filter

By color:  None

‘©

Choose One

Q

& (Select All) | 5

Acevedo P
Alzate F; Callejas R; Cardona F; I
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)

Arbeldez M.

7

Annuler

With Mac (left) and Windows (right)

Data Cleaning - Excel Tips

Page 4 of 16



3. Merge column

AZ 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.

O e

Insert

Page Layout Formulas Review View Developer

Connections

Clear
Properties
From From From New Da se Refresh . Sort Filter Advanced Textto Rem t
FileMaker HTML Text Query All Edit Links Columns Duplicates Validation
CONCATE... » X+ fx =E2&"-"&F2&"-"&G2
A B c D E F G H I
1 Cat. Numb. University Collector No. of spec. YE MO DA eventDate Country col.
2 |uwP:100217 University of Guatemala Betancur ) 1 1199115 111 |=£28"-"&F2&""RG2 Eh;Immala
3 |UWP:100218 University of Guatemala Betancur) 1 1991 5 11 1991-5-11 temala
4 UWP:101378 University of Guatemala Fonnegra R 1 1994 5 31 1994-5-31 Guatemala
5 UWP:101717 University of Guatemala Betancur) 1 1993 11 9 1993-11-9 Guatemala
6 UWP:101737 University of Guatemala Betancur J 1 1993 11 7 1993-11-7 Guatemala
7 (UWP:102143 University of Guatemala Betancur) 1 1984 4 20 1994-4-20 Guatemala
8 UWP:102144 University of Guatemala Betancur ) 1 1994 4 20 1994-4-20 Guatemala
9 UWP:102233 University of Guaternala Vargas | 1 1895 12 1995-12- Guatemala
10 |UWP:103108 University of Guatemala CardonaF 1 1996 4 3 1996-4-3 Guatemala
11 |UWP:104139 University of Guatemala Fonnegra R 1 1996 5 15 1996-5-15 Guatemala
12 |UWP:104512 University of Guatemala Callejas R 1 1995 7 21 1995-7-21 Guatemala
13 |UWP:105292 University of Guatemala Acevedo P 1 1994 9 7 1994-9-7 Guatemala
14 |UWP:106768 University of Guatemala Vargas | 1 1597 4 18 1997-4-18 Guatemzla
15 |UWP:107441 University of Guatemala Gonzdlez F 1 1993 4 19 1993-4-19 Guatemala
16 |UWP:108120 University of Guatemala Vargas | 1 1597 4 18 1997-4-18 Guatemala
17 |UWP:108607 University of Guatemala Fonnegra R 1 1997 11 12 1997-11-12 Guatemala
18 |UWP:108631 University of Guatemala Fonnegra R 1 1897 11 10 1997-11-10 Guatemala
19 |UWP:108632 University of Guatemala Fonnegra R 1 1997 11 10 1997-11-10 Guatemala
20 |UWP:110071 University of Guatemala Vargas | 1 1997 4 20 1997-4-20 Guatemala
21 |UWP:111004 University of Guatemala Idarraga A 1 1996 4 3 1996-4-3 Guatemala
22 UWP:111383 University of Guatemala BetancurJ 1 1557 10 7 1997-10-7 Guatemala
23 |UWP:113512 University of Guatemala Vargas | 1 1998 9 12 1998-9-12 Guatemala
24 |UWP:115089 University of Guatemala Callejas R 1 1599 8 6 1999-8-6 Guatemala
25 |UWP:115381 University of Guatemala Callejas R 1 1999 8 6 1999-8-6 Guatemala
26 |UWP:115382 University of Guatemala Callejas R 1 1999 8 6 1999-8-6 Guatemala
27 |UWP:11561  University of Guatemala Vargas | 1 1979 1 12 1979-1-12 Guatemala
28 UWP:11571  University of Guatemala Vargas | 1 1879 1 11 1979-1-11 Guatemala
29 |UWP:115953 University of Guatemala Vargas | 1 1996 4 18 1996-4-18 Guatemala
30 UWP:11599 University of Guaternala Vargas | 1 1579 1 11 1979-1-11 Guatemala
31 |UWP:11638  University of Guatemala Mercado J 1 1978 3 17 1978-3-17 Guatemala
4 » Sheet1 +
Edit 1T

©-

&* Share ~
Show Detai
Group  Ungroup Subtotal Hide Detail
Analysis
v
J K 13 M N
countryCode stateProvince lat lon County
GT Petén 172,388,802 506,602,972 La Libertad
GT Petén 17,288,954 -906,705,137 La Libertad
GT Petén 173,098,632 -897,846,692 San lose
GT Petén 176,569,118 -896,001,739 Flores
GT Petén 175,327,108 -898,173,641 San lose
GT Petén 171,793,889 -808,080,889 Libertad La
GT Petén 171,821,024 -507,431,008 La Libertad
GT Petén 5°35'12"N 75°48' 18" W Flores
GT Petén 175,260,944 -908,413,581 San Andres
GT Petén 177,608,007 -897,571,283 San lose
GT Petén 177,200,355 -893,510,901 Fleres
GT Petén 173,187,987 -899,058,103 San lose
GT Petén 17,661,793 -894,056,627 Flores
GT Petén 173,892,055 -897,275 Flares
GT Petén 176,569,118 -896,001,739 Flores
GT Petén 175,094,837 902,983,051 San Andres
GT Petén 174,863,769 -905,676,366 SanAndres
GT Petén 174,882,065 -900,195,979 San Andres
GT Petén 176,674,466 -893,494,615 Flores
GT Petén 176,971,609 -906,989,102 San Andres
GT Petén 177,946,672 -858,800,209 San Jose
GT Petén 174,543,448 -896,237,693 Flores
GT Petén 177,783,778 9,084,424,953 San Andres
GT Petén 177,795,212 -901,066,629 Andressan
GT Petén 17,788,847 -900,136,721 San Anders
GT Petén 173,098,632 -897,846,692 San lose
GT Petén 175,895,834 -89,169,355 Melchor de Men
GT Petén 176,636,186 -909,257,567 San Andres
GT Petén 176,719,406 -892,924,027 Melchor de Men
GT Petén 172,446,118 -892,133,292 Mencos de Melc
H [ - e———+ 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.

Biodiversity Data Mobilization Data Cleaning - Excel Tips
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Format Cells

m Alignment  Font  Border Fill Protection

Category: Sample
General eventDate
Number

Currency

R Type:

yyyy-mm-dd
T_(SFFFHO],_(5F (F#R0),_(5F -, (@]

Eercf.”tage O #AHO);_(* (AHO)_(* ") (@)
S""T° 't°f“ L($* #,##0.00);_($* (#,##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;®
[$-409]mmmm-yy;@
m/d/yy;@

Delete

Cancel

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

M E - & i Test ©-

Insert Page Layout Formulas Review View Developer &* Share ~

b, ey N N # | Connections A . —~ 1§ (-] y C CF P
) = ~ v + Clear v v - - Show Detal
g S = 2 = Properties ‘ AZ ? =l = @ Sig —? % L=
3 From From From New Database Refresh f\ 4 Sort Filter ‘f,‘ Advanced Text to Ren_-\ove I_Jala_ Consclidate What—!f Group Ungroup Subtotal Hide Detail
FileMaker HTML  Text Query All Edit Links Columns Duplicates Validation Analysis
H1 v fx  eventDate v
A B (= D E F G H I 1 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 J 1 1881 5 11 1991-05-11 |Guatemala  GT Petén 172,388,802 -806,602,972 La Libertad
3 |UWP:100218 University of Guatemala Betancur J 1 19591 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 1984 5 31 1994-05-31 |Guatemala GT Petén 173,098,632 -897,846,692 San Jose
5 |UWP:101717 University of Guatermala Betancur J 1 1883 11 9 1993-11-09 |Guatemala  GT Petén 176,569,118 -896,001,739 Flores
6 |UWP:101737 University of Guatemala Betancur J 1 1983 11 7 1993-11-07 |Guatemala GT Petén 175,327,108 -898,173,641 San Jose
7 |UWP:102143 University of Guatemala Betancur J 1 1994 4 20 1994-04-20 |Guatemala  GT Petén 171,793,889 -908,080,889 Libertad La
8 |UWP:102144 University of Guatemala Betancur ) 1 1994 4 0 1994-04-20 |Guatemala GT Petén 171,821,024 -907,431,008 La Libertad
9 |UWP:102233 University of Guatemala Vargas | 1 1885 12 12//1985 Guatemala GT Petén 5°35'12"N 75°46' 18" W Flores
10 |UWP:103108 University of Guatemala Cardona F 1 1396 4 3 1996-04-03 |Guatemala  GT Petén 175,260,944 -808,413,581 San Andres
11 |UWP:104139 University of Guatemala Fonnegra R 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 1884 9 7 1994-08-07 |Guatemala  GT Petén 173,187,987 -898,058,103 San Jose
14 |UWP:106768 University of Guatemala Vargas| 1 1987 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 Fonnegra R 1 1987 11 12 1997-11-12 |Guatemala GT Petén 175,094,837 -502,983,051 San Andres
18 |UWP:108631 University of Guatemala Fonnegra R 1 1897 11 10 1997-11-10 |Guatemala GT Petén 174,863,769 -805,676,366 SanAndres
19 |UWP:108632 University of Guatemala Fonnegra R 1 1557 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 Id3rraga A 1 1996 4 3 1996-04-03 |Guatemala GT Petén 176,971,609 -506,589,102 San Andres
22 |UWP:111383 University of Guatemala Betancur J 1 1887 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 1993-08-06 |Guatemala |GT Petén 177,783,778 9,084,424,953 San Andres
25 |UWP:115381 University of Guatemala Callejas R 1 1599 6 1999-08-06 |Guatemala  GT Petén 177,795,212 -901,066,629 Andressan
26 |UWP:115382 University of Guatemala Callejas R 1 1888 8 6 19939-08-06 |Guatemala | GT Petén 17,788,847 -500,136,721 San Anders
27 |UWP:11561  University of Guatemala Vargas | 1 1579 1 12 1973-01-12 |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 -89,189,355 Melchor de Men
29 |UWP:115953 University of Guatemala Vargas| 1 1996 4 18 1996-04-18 |Guatemala GT Petén 176,636,186 -809,257,567 San Andres
30 |UWP:11588  University of Guatemala Vargas | 1 1579 1 11 1979-01-11 |Guatemala GT Petén 176,719,406 -892,924,027 Melchor de Men
31 |UwP:11638  University of Guatemala Mercada J 1 1578 3 17 1978-03-17 |Guatemala | GT Petén 172,446,118 -892,133,292 Mencos de Melc
4 b Sheet1 ot
Ready 1T Average: 199 Count: 761 ] — —t 100%
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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.

= 09 Data Cleaning - DATA EXAMPLE.csv - Excel = a X

Home Insert Pagelayout Formulas Review  View  ACROBAT Q) Tell me what you want to d Signin S Share
b L = T Shaw Queri | Elc i s ﬁr Cleal | = v [ . R CET
= ~ Show Queries \ [Elcomnections , [TTR . 3 B E — él = ; f B | 4 9g &
| @ ; & | F,_ s r/'s . 2L |a7 ) EE | B ® I rﬁ‘ ? Ao == ==
| =i = From Table i roperties 5 Reap| 5 :
From From| From From Other Existing New y Refresh } . %, Sort Filter - Textto Fash Remove Data Consolidate Relationships  Manage What-If Forecast Group Ungroup Subtotal
Access Web | Text |Sourees=| Connections Query - L&Recent Sources | gy~ [ Edit Link : U Advanced | colymns  Fill  Duplicates Validation - Data Model Analysis~  Sheet -
ernal Data Get & Transform Connections Sort & Filter Data Tools Forecast Qutline ) )
" ™
Text Import Wizard - Step 1 of 3 L @ | DS

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

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

Choose the file type that best describes your data:

@) Delimited 1Characters such as commas or tabs separate each field.

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

Start import at row: |1 | | File grigin: 65001 : Unicode (UTF-8) E|

D My data has headers.

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

. Numb.:;University;Collector:;No. of spec.:;YE:MO;DA:Country col.:;countryCode:stateProvi] +
:100217;University of Guatemala;Betancur J;1;1991;5;11;Guatemala;GTI;Petén;17,2388802; |?
:100218;University of Guatemala;Betancur J;1;1991;5;11;Guatemala;GI;Petén;17,288954;—
:101378;University of Guatemala;Fonnegra R;1;1994;5;31;Guatemala;GT;Petén;17,3098632;
1101717 :University of Guatemala;Betancur J;1:;1993:11:9:Guatemala ;GT;Petén;17, 65691
:101737;University of Guatemala;Betancur J;1;1993;11;7;Guatemala;GI;Petén;17,532T108;

{1 L

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 Page 7 of 16
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Text Import Wizard - Step 2 of 3 2 -

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

Delimiters

|| Treat consecutive delimiters as one

Text qualifier: | " |z|

Data preview

at. NHumb. niversity ollector o. of spec. [fE [ ey ountry col. ourny ~
P:100217 Pniversicty of Guatemala Betancur J [1 1991 11 uatemala T [[=
P:100218 Pniversity of Guatemala Betancur J [l 1991 11 matemala T :
P:101378 [Oniversity of Guatemala [Fonnegra R [1 1994 1 matemala T
P:101717 Oniversity of Guatemala Betancur J [l 1293 (11 el matemala T
P:101737 [Pniversity of Guatemala [Betancur J [l 1993 [11 7 uatemala T
< 1l , b
l Cancel l ‘ < Back l [ Mext = l l 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 X

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

Column data format

General
2 ‘General' converts numeric values to numbers, date values to dates, and all remaining

values to text.

") Date: | DMY |Z| | Advanced...

Do not import column (skip)

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.
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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).

= L 09 Data Cleaning - DATA EXAMPLE. m}

File Home Insert Pagelayout Formulas Review  View Q Tell me what yo t Signin £} Share

Y N [ Show Queries ‘ [l Connections | '£—1| ?’ v B - : T & H
L5 E [ ZComectons o) [7T5 N = = @ g | T &
DFrcmTaDle =l Pr s 5 eapply 5 *

Fiom From From From Other  Existing  New - ) Refresh F Sort Filter Tewto flash Remove Daw  Consolidate Relationships Manage | Whatdf Forecast| Group Ungroup Subtotal
Access Web Text Sources™ Connections Ouery' Recent Sources g - W Advanced | coumns |Fin Duplicates Validation * Data Model Analysis~ Sheet - -

Get External Data Get & Transform Connections Sort & Filter Data Tools Forecast Outiine 3 -
Al - Jr 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|B (& &} E F G H I J K L M N (o] £ Q R S T u 4 w 2

Cal. Numt|.;Upiversity;Collector;No. of spec.;YE;MO,DA;Country col.;countryCode;stateProvince;lat;lon;County;Locality col.;Elevation;gecdeticDatum;coordinate Uncertainty;identifiedBy;typeStatus;kingdom;phylum;class;order; family;genus;specificEpithe
UWP:1003(17{University of Guatemala;Betancur 1;1;1991;5;11;Guatemala;GT;Petén;17,2388802;-90,6602972; L a Libertad;Ciénagas de Jotaudo - Munguido;250;,WG584;3300;Betancur |.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceas; Vriesea;d
UWP:1003[18 {University of Guatemala;Betancur 1;1;1991;5;11;Guatemala;GT;Petén; 17,288954;-90,6705137;La Libertad;Club El Rodeo;250;W(G584;3300;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae Vriesea;drewii;
UWP:1013(78 University of Guatemala;Fonnegra R;1;1994;5;31;Guatemala;GT;Petén; 17,3098632,-89,7846692;5an Jose;Inspeccion El Capricho;514;WGS84;1731;Diaz 0.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Poaceae; Olyra;latifolic
UWP:1013[17{University of Guatemala;Betancur 1;1;1993;11;9;Guatemals ;GT;Petén;17,6569118;-89,6001739;Flores;Pdramo de El Tabano, cerca de Pasto;270;WGS84;1952;Betancur |.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Guzman
UWP:101337 University of Guatemala;Betancur 1;1;1993;11,7;Guatemala;GT,Petén; 17,5327108;-89,8173641;5an Jose;Sitio Tinajas, afluente del rio Taparts;360,WG534;842;Betancur 1.;;Plantae;Magnoliophyta;Equisetopsi
UWP:1021l43 {University of Guatemala;Betancur 1;1;1994;4;20;Guatemala;GT;Petén; 17,1793880;-00,8080889; Libertad La;Barrio Oneti margen izquierda del rio Jella; 150;WGS24,85093;Betancur |.;;
UWP:102114{University of Guatemala;Betancur 1;1;1994;4;20;Guatemala;GT;Petén;17,1821024;-90,7431008;La Libertad;Barrio Policarpa; 150;WGS84;9593;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceas;Guzmani
UWP:102333 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;Peales;Bromeliaceae;Catopsis;sessiliflora;;Catopsis ¢
10 UWP:103108 {University 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 1.;;Plantae;Magnoliophyta;Equisetopsid
11 [UWP:104139University of Guatemala;Fonnegra R;1;1996;5;15;Guatemala ;GT;Petén;17,7608007;-89,7571283;5an Jose;Las Acacias;308;WGS84;757;Betancur J.;;Plantae;Magnoliophyta;Equisetopsi coriostachya;;Guzma
12 [UWP:104512 University of Guatemala;Callejas R;1;1995,7;21,Guatemala,GT;Petén;17,7200355;-89,3510901;Flores;Barrio El Silencio;240,WG584;6514;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Racinaea;michelii;;Racinaea mi
13 |UWP:1052(92 JUniversity of Guatemala;Acevedo P;1;1994;9;7;Guatemala;GT;Petén;17,3187987;-89,9058103;5an Jose;Santagueda, granja Montelindo;0;WG584;2820;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae; Catopsis;sessiliflc
16468 University of Guatemala;Vargas 1;1;1997;4;18;Guatemala;GT;Petén;17,661793;-89,4056627;Flores;Cerro San José;145;WG584;1771;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Guzmania;lingulata;;Guzmania lingu
1{University of Guatemala;Gonzélez 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;Bromeliaceae;Cat
3120, JUniversity of Guatemala;Vargas 1;1;1997;4;18;Guatemala;GT;Petén;17,6569118;-89,6001739;Flores;Cerro Quitasol;143;WGS84;1771;Betancur 1.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Guzmania;angustifolia;;Guzmania &
107 {University of Guatemala;Fonnegra R;1;1997;11;12;Guatemala;GT;Petén;17,5094837;-90,2983051;5an Andres;Finca Maizopolis, below paramo de Chili;173;WG584;2842;:Betancur J.;;Plantae;Magnoliophyta; Equi ida;Poales;B li

31 University of Guatemala;Fonnegra R;1;1997;11;10;Guatemala;GT;Petén;17,4863769;-90,5676366;5anAndres;Finca en cercanias de Belmira;210;WGS84;2842;Betancur J.;;Plants;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Aechmea;ve
32 fUniversity of Guatemala;Fonnegra R;1;1997;11;10;Guatemala;GT;Petén;17,4882065;-90,0195%79;5an Andres;Finca Los Cedros;210;WGS84;2842;Betancur 1.;;Plants;Magnoliophyta;Equisetopsida; Poales Bromehamaa Aechmea;veitchii;;Aechn
71 University of Guatemala;Vargas 1;1;1997;4;20;Guatemala;GT;Petén;17 6674466;-89,3494615;Flores;Cerros de Suba;140;WG584;1771;Betancur J.;;Planta liophyta;Equisetopsida;Poals ) lingulata;;Guzmania ling
104 {University of Guatemala;ldarraga A;1;1996;: Guatemala;GT;Petén;17,6971609;-90,6989102;5an Andres;Hacienda Berlin;340;WGS84;2606;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida; Poales;| Eromel\aceac Guzmania;lingulata;;Guzmal
22 |UWP:111383 fUniversity of Guatemala;Betancur 1;1;1997;10;7;Guatemala;GT;Petén;17,7/946672;-89,8800209;5an Jose;Cerca de Santander de Quilichac;118;WG584;1163;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Guzmania;g
e iR 3e 3l Iniversity of Guatemala;Vargas 1;1;1998;9;12;Guatemala; GT;Petén;17,4543448;-89,6237693;Flores;Cerro El Capiro;150;,WG584;3049;Diaz O.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Poaceae; Pariana;swallenii;;Pariana swallenii;Species,

o(89; University of Guatemala;Callejas R;1;1999;8,6;Guatemala;GT;Petén;17,7783778;90,84424953,San Andres;Hacienda San Diego;292,WG584;5332;Callejas R.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Greigia;danielii;; Greigia ¢
181;University of Guatemala;Callejas R;1;1999;8;6;Guatemala ;GT;Petén;17,7795212;-90,1066629;Andressan;Hacienda San Julian;292;WG584;5332;Maorales 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;coriostal
27 |UWP:115¢)1; University of Guatemala;Vargas 1,1;1979;1;12;Guatemala;GT;Petén;17,3098632;-89,7846692;5an Jose;Inspeccion El Capricho;100;WGS84;1530;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Aechmea;dactylina;;Aech
28 |UWP:115i1; University of Guatemala;Vargas 1;1;1979;1;11;Guatemala; G T;Petén;17,5095834;-89,164355;Melchor de Mencos;Bosque de El Ocaso;250;WGS84;6030;"Forera E.; Gentry A.";;Plantae;Magnoliophyta;E quisetopsida;Poales;Bromeliaceae;Aechme
29 [UWP:115€/53;University of Guatemala;Vargas 1;1;1996;4;18;Guatemala ;GT;Petén;17,6636186;-90,9257567;5an Andres;Granja de Chinchind;235;WGS84;4824;Correa E.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;Guzmania;coriostachya;;
30 JUWP:115619; University of Guatemala;Vareas 1;1:1979;1;11;Guatemala; GT;Petén;17,6719406;-89,2924027;Melchor de Mencos;Bosque de San Rafael, cerca de Parque Puracé;250;WGS584;6030;Betancur J.;;Plantae;Magnoliophyta;Equisetopsida;Poales;Brom ~
09 Data Cleaning - DATA EXAMPLE @ 4 »

Ready Count: 761 B B 0I - ] + 100%

Vriesea drewi

lyra latifolia;

Poales;Bromeliaceae;Greigia;s

Plantae;Magnoliophyta;Equisetopsida;Poales;Bromeliaceae;

steriana;;Guz

W~ o s W e

oales;Bromeliaceae;(

a;Poales;Bromeliaceae;Guzmania

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.

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 - s C Cleaning - [

File Home  Insert  Pagelayout  Formulas Review View  ACROBAT ) Tell me what you want fo do... Sign in Qshare

bl B & % 5 B ¥ B B [3 &

® | -
Manage What-If Forecast Group Ungroup Subtotal

™, [Elconnections | 4
Il 2 &l

E=] From Table To es
From From From From Other  Bxisting New =~ Refresh z

Flash Remove Data  Consolidate Relationst

Access Web Text Sources= Connections Query~ [&RecentSources —py. [ Edi = Fill  Duplicates Validation - DataModel Analysis~ Sheet -
Get External Data Get & Transform Cannections Data Tools Forecast Outline ] ~
N4 - S Inspeccién El Capricho -
3
A ) 8 ) G D E F G| H | 1 J K | L M N | O P Q -
1 |Cat. Nu - | University - | Collector 0. 0f | YE - MO - DA ~ |Country col. |~ |country - | statePre ~ | lat - |lon ~ |County| ~ | Locality | Elevatic ~ | geodeti ~ [coordin ~ | ide|
2 |UWP:1002 University of Guatemala Betancur ) o1 s 11 Guatemala  GI Petén  17,2388802  -90,6602972 La Libertat Ciénagas ¢ 250 wased 3300 Bet
3 |UWP:1002 University of Guatemala Betancur | f "1901 "s 11 Guatemala GT petén  17,288954 " 90,6705137 La Libertac Club El Rot 250 WeGsed 3300 Bet
4 |UWP:1013 University of Guatemala Fonnegra R " 1994 5 "31 Guatemala GT Petén 17,3008632 " 89,7846692 sanJose  Inspeccion 514 WeGss4 1731 Dia
5 |UWP:1017 University of Guatemala Betancur | 1 M903 1 (] Guatemala GT Petén  17,6569118 " 89,6001739 Flores  Paramo de 270 WGS84 1952 Bet
6 | UWP:1017 University of Guatemala Betancur | 1 M99z 1 7 Guatemala  GT Petén  17,5327108  -89,8173641 San Jose  Sitio Tinaj 360 wessa 842 Bet
7 |UWP:1021 University of Guatemala Betancur | 1 “loga 4 20 Guatemala  GT Petén  '17,1793889  -00,8080889 Libertad Lt Barric One 150 wesea 9503 Bet
8 |UWP:1021 University of Guatemala Betancur | 1 floga T 20 Guatemala G Petén  17,1821024 0,7431008 La Libertat Barrie Poli 150 wessa 9593 Bet
9 |UWP:1022 University of Guatemala Vargas | 1 1995 12 Guatemala GT Petén 5°35"12"N 75°46' 18" W Flores Cerca de Y514 WGSs4 291 Bet
10 | UWP:1031 University of Guatemala Cardona F " 1006 "a "3 Guatemala GT Petén  17,5260044 " 00,8413581 San Andre:Rio Claro, 500 WGsed 2207 Bet
11 | UWP:1041 University of Guatemala Fonnegra R f1 1996 "5 15 Guatemala GT Petén 17,7608007 0,7571283 San Jose Las Acacia 308 WGse1 757 Bet
12 | UWP:1045 University of Guatemala Callejas R 1 "eos 7 21 Guatemala GT Petén  17,7200355 "89,3510001 Flores  Barrio EI 5/240 WGsB4 6514 Bet
13 | UWP:1052 University of Guatemala Acevedo P i1 "oas o 7 Guatemala GE Petén  |17,3187987 "89,0058103 SanJose Santagued 0 wGssa 2820 Bet
14 | UWP:1067 University of Guatemala Vargas | 1 997 "8 Guatemala GT Petén  17,661793 Flores  CerroSan 145 wesed 1771 Bet
15 | UWP:1074 University of Guatemala Gonzélez F 1 993 2 19 Guatemala GT Petén  17,3892055 Flores  Autopista (170 WGsed 1745 Bet
16 | UWP:1081 University of Guatemala Vargas | 1 997 2 "8 Guatemala GT Petén  17,6569118  -89,6001739 Flores  Cerro Quit'143 wasss 1771 Bet
17 | UWP:108€ University of Guatemala Fonnegra R 1 997 M1 12 Guatemala GT Petén  17,5004837  -00,2983051 San Andre: Finca Maiz 173 wGssd 2842 Bet
18 | UWP:1086 University of Guatemala Fonnegra R ] 997 M "0 Guatemala GT Petén  17,4863769 0,5676366 SanAndres Finca en ¢ 210 wGssd 2842 Bet
19 | UWP:108€ University of Guatemala Fonnegra R i fl997 M "0 Guatemala GT Petén  17,4882065  -90,0195979 San Andre:Finca Los (210 WGSB4 2847 Bet
20 | UWP:110C University of Guatemala Vargas | 1 fog7 T 20 Guatemala GT Petén  17,6674466  -89,3494615 Flores  Cerros de 140 wGssd 1771 Bet
21 |UWP:111C University of Guatemala \darraga A " "996 4 3 Guatemala  GT Petén  17,6971609 0,6989102 San Andre: Hacienda (340 WGSB4 2606 Bet
22 |UWP:1113 University of Guatemala Betancur | ¢ 997 0 [7 Guatemala GT Petén  17,7946672 " 89,8800209 SanJose Cercade S 118 WGse4 1163 Bet
23 |UWP:1135 University of Guatemala Vargas | f 998 o 12 Guatemala GT Petén  17,4543848  -89,6237693 Flores  Cerro Fl G150 WGS84 3049 Dia
24 | UWP:115C University of Guatemala Callejas R f1 "o0a B 6 Guatemala GT Petén  17,7783778  90,34424953 San Andre: Hacienda €292 wGsed 5332 call
25 | UWP:1157 University of Guatemala Callejas R " "999 3 Guatemala GT Petén  17,7795212 ".30,1066629 Andressan Hacienda ¢292 wesad 5332 Mo
26 | UWP:1153 University of Guatemala Callejas R ] f999 B (3 Guatemala GT Petén  17,788847 "90,0136721 5an Ander: Hacienda 292 wGsss 5332 Mo
27 | UWP:115€ University of Guatemala Vargas | ] f979 1 12 Guatemala GT Petén  '17,3098632 9, 7846697 San Jose  Inspeccion 100 wGsss 1530 Bet
28 |UWP:1157 University of Guatemala Vargas | 1 Moz 7 11 Guatemala GT Petén  17,5995834 9,169355 Melchor d Bosque de 250 wGssa 6030 For
29 | UWP:1156 University of Guatemala Vargas | 1 T996 4 "8 Guatemala  GT Petén  [17,6636186 | 90,9257567 San Andre: Granja de (235 WGsB4 4824 Cor
" y y £ L = 5 L
30 |UWP:115¢ University of Guatemala Vargas | 1 99 N1 11 Guatemala  GI Petén  '17.6719406 59.2924027 Melchor d: Bosaue de 250 WGss4 6030 Bet| ™
09 Data Cleaning - DATA EXAMPLE @ 4 »
Ready B B M - ] + 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] sotAtoz a
Zl SortZto A

Sort by Color 4

Text Filters 4

ESearch

(selectall; | 5
cevedo
Alzate F; Callpjas R; Cardona F; Iddrrag
Arbelaez M | ©

Arbeldez M; Restrepo D

Benavides A
Eetancur H
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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.

L 09 Data Cleaning - DATA EXAMPLE.csv - Excel m = o X

Home Insert  Pagelayout  Formulas Review View ACROBAT ) Tell me what you want to do... Signin S Share

Get External Data Get & Transform Connections. Sort & Filter Data Tools Forecast Outline

SuM . X « f || E28rgr28""gG28"

A B c ) E F | &6 H 1 1 |k L M N
1 Cat. Numb. University Collector No. of spe YE MO DA eventDate Country col. countryCo stateProvii lat lon County
2 |UWP:100217 University of Guatemala  BetancurJ 1 l1991 |5 [11 |-E28" "&F 28GR Efl:atcmala G1 petén  '17,2388802 90,6602972 La Libertad
3 UWP:100218 University of Guatemala  Betancur | ) 1991 5 2] 1991511 atemala G Petén  17,288054 "50,6705137 La Libertad
4 UWP:101378 University of Guatemala  Fonnegra R 1 "1994 s 31 1994-5-31 Guatemala G Petén  '17,3098632 "89,7846692 San Jase
5 UWP:101717 University of Guatemala Betancur ) 1 1993 '11 ] 1993-11-9 Guatemala GT Petén '1}.65&:9118 89,6001739 Flores
6 UWP:101737 University of Guatemala  Betancur J 1 1993 11 7 1993-11-7 Guatemala Gl petén  '17,5327108 89,8173641 San Jase
7 UWP:102143 University of Guatemala  Betancur 1 "1994 "a 20 1994-4-20 Guatemala GT Petén  17,1793889 "90,8080889 Libertad La
8 UWP-102144 University of Guatemala  Betancur ) 1 1994 "a "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 Hores
10 UWP:103108 University of Guatemala Cardona F 1 "1996 " 3 1996-4-2 Guatemala GT Petén '1.'.52&:0944 90,8413581 San Andres
11 UWP:104139 University of Guatemala  Fonnegra R 61 "logs s 15 1996.5-15 Guatemala &T Petén  '17,7608007 "89,7571283 san Jose
12 UWP:104512 University of Guatemala  Callejas R 1 1995 (7 21 1995-7-21 Guatemala GT Petén  '17,7200355 "89,3510901 Flores
13 UWP:105292 University of Guatemala Acevedo P 1, 1994 it 7 1994-9-7 Guatemala GT Petén '17,318798‘7 -89,9058103 San Jose
14 UWP:106768 University of Guatemala  Vargas | "1 "log7 T e 1997-4-18 Guatemala GT Petén  '17,661793 "89,4056627 Flores
15 UWP:107441 University of Guatemala  Gonzdlez F 1 1993 "a 19 1993-4-19 Guatemala GT Petén  '17,3892055 ".89,7275 Flores
16 UWP:108120 University of Guatemala  Vargas | 1 f097 T4 "8 1097-4-18 Guatemala GT Petén  '17,6560118 "89,6001739 Flores
17 UWP:108607 University of Guatemala Fannegra R 1 ’1997 '11 ’12 1997-11-12 Guatemala GT Petén '17,5094&37 -90,2983051 San Andres
18 UWP:108631 University of Guatemala  Fonnegra R €1 997 11 10 1997-11-10 Guatemala GT Petén  17,4863769 "90,5676366 sanAndres
19 UWP:108632 University of Guatemala  Fonnegra R [ fo97 11 "0 1997-11-10 Guatemala GT Petén  '17,4832065 00,0195079 San Andres
20 UWP:110071 University of Guatemala  Vargas | 1 "997 Ta "0 1997-4-20 Guatemala 6T Petén  '17,5674466 89,3494615 Flores
21 UWP:111004 University of Guatemala  Idarraga A £ "les6 2 3 1996-4-3 Guatemala GT Petén  17,6971609 "90,6989102 San Andres
22 UWP:111383 University of Guatemala  Betancur ) [ "097 10 [ 1997-10-7 Guatemala 6T Petén  '17,7046672 89,8300200 San Jose
23 UWP:113512  University of Guatemala  Vargas | [ 998 g [12 1998-9-12 Guatemala Gt Petén  '17,4543448 89,6237693 Flores
24 UWP:115089 University of Guatemala  Callejas R M 1999 "8 6 1999-83-6 Guatemala GT Petén  17,7783778 "90,84424953 San Andres
25 UWP:115381 University of Guatemala  Callejas R [ "999 3 5 1999-8-6 Guatemala 6T Petén  '17,7795212 -90,1066629 Andressan
26 UWP:115382 University of Guatemala  Callejas R i1 “999 8 6 1999-8-6 Guatemala 6T Petén  '17,788847 -90,0136721 San Anders
27 UWP:11561  University of Guatemala  Vargas | M "1979 f1 12 1979-1-12 Guatemala 6T Petén  '17,3098632 " 89,7846692 san Jose
28 [UWP:11571  University of Guatemala  Vargas | 1 fo79 71 11 1979-1-11 Guatemala 6T Petén  '17,5005834 -89,169355 Melchor de Me
29 UWP:115953 University of Guatemala  Vargas | 1 f996 Ta 18 1996-4-18 Guatemala 6T Petén  '17,6636186 -90,9257567 San Andres
30 lun 599 University of Guatemala  Vargas | 1 fo7a Ty "11 1979-1-11 Guatemal, GT Petén _'17,6719406 "89,2024077 Melchor de Me

09 Data Cleaning - DATA EXAMPLE ‘ »

Edit E B 5

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:
General - Sample
Rumber eventDate
Currency
Accounting Type!
Time Yyyy-mm-
Percentage jifmm/aaaa hh:mm -
Fraction mm:ss |
Scientific mm:ss,0 i
Text @
i [h]:mm:ss |
_REREQ € v HH) € -
ST HE N € - EEON €
-t # ##0,00 € - # ##0,00 € |
7T E HHEQ,00N €4 # ##0,000 € - - P! = |
[$-fr-FR]jjjj | mmmm aaaa |-
- ]
1
i elete
|
Type the number format code, using one of the existing codes as a starting point. |
(|
(|
L]
|
[ OK ] l Cancel l

Insert  Pagelayout Formulas Data Review View ACROBAT Q) Tell me wha Signin £ Share
= cut .= ] ==l ; = AutoSum -
0 g‘ b Calibri -lu &A= - EPwapText Custom ¥ | Normal Bad Good €= =X 'EI s, ¢ p
& Copy ~ i ol || Fill =
Paste T T e 55 Merge & Center = |- 9% » | %3 @ Conditional Formatas Neutral Calculation Insert Delete Format Sort & Find &
(TR e A ge & Center % & -
- ¥ Format Painter ® * Formatting = Table~ = - - = € Clear Filter - Select -
Clipboard % Font N Alignment G Number 3 Styles cells Editing ~
HO - [ Jfr | -E9&"-"BFOR"-"RGOR™ v
A | i | c | b | E | F G H I | K L | M N -
1 |Cat. Numb University Collector No. of spe YE MO DA eventDate Caountry col. countryCo stateProvi lat lon County
2 |UWP:100217 University of Guatemala  Betancur J fn 01 5 11 1991-5-11 Guatemala 6T petén  '17,2388802 ".00,6602972 La Libertad
3 UWP:100218 University of Guatemala  Betancur J n "1991 "5 M1 1991-5-11 Guatemala T Petén  '17,288954 r La Libertad
4 UWP:101378 University of Guatemala  Fonnegra R €1 "994 5 31 1994-5-31 Guatemala T Petén  17,3008632 San Jose
5 UWP:101717 University of Guatemala  Betancur J h 0z 1 ] 1993-11-9 Guatemala a1 petén  '17,6569118 Flores
6 |UWP:101737 University of Guatemala  Betancur J f 1993 11 7 1993117 Guatemala 6T petén  "17,5327108 " 89,8173641 San Jose
7 |UWP:102143  University of Guatemala  Betancur J 1 994 4 20 1994-4-20 Guatemala 6T petén  '17,1793889 " 00,2080889 Libertad La
8 |UWP:102144 University of Guatemala  Betancur J 1 994 T4 20 1994-4-20 Guatemala GT Petén  "17,1821024 "o0,7431008 La Libertad
9 |UWP:102233  University of Guatemala Vargas | A1 "1995 [12 1995-12- Guatemala GT Petén 5735'12"N 757 46" 18" W Flores
10 UWP:103108 University of Guatemala  Cardona F £ 1996 " 3 1996-4-3 Guatemala GT Petén  17,5260844 "90,8413581 San Andres
11 UWP:104139 University of Guatemala  Fonnegra R 1 1996 "s 15 1996-5-15 Guatemala GT Petén  17,7608007 " 89,7571283 San Jose
12 | UWP:104512  University of Guatemala Callejas R 8 1995 " 21 1995-7-21 Guatemala GT Petén '17,7200355 9,3510901 Flores
13 |UWP:105292 University of Guatemala Acevedo P 1 1994 " 7 1994-9-7 Guatemala GT Petén 'l'f..’-lETDSI '59,9053103 San Jose
14 | UWP:106768 University of Guatemala Vargas | : § "1997 " 18 1997-4-18 Guatemala GT Petén 1 7,661793 '-Bg,flﬂbﬁfzzf Flores
15 UWP:107441 University of Guatemala  Gonzalez F 1 "1993 " "9 1993-4-19 Guatemala G1 Petén 173892055 89,7275 Flores
16 UWP:108120 University of Guatemala  Vargas | £ "1997 " "8 1997-4-18 Guatemala G1 Petén  17,6569118 " 89,6001739 Flores
17 UWP:108607 University of Guatemala  Fonnegra R 1 "1997 11 2 1997-11-12 Guatemala G1 Petén  17,5004837 " 90,2083051 San Andres
V . Y, y
18 |UWP:108631 University of Guatemala  Fonnegra R 1 1997 11 10 1997-11-10 Guatemala G1 petén  '17,4863769 90,5676366 SanAndres
19 UWP:108632 University of Guatemala  Fonnegra R M "1997 11 0 1997-11-10 Guatemala GT Petén  17,4882065 "90,0195979 San Andres
V . Y. , v
20 |UWP:110071 University of Guatemala  Vargas | 1 1997 4 20 1997-4-20 Guatemala GT petén  '17,6674466 89,3494615 Flores
F v » 5 5
21 | UWP:111004 University of Guatemala  Iddrraga A 1 1996 4 3 1996-4-3 Guatemala GT petén  '17,6971609 ".90,6989102 San Andres
F . . 5 v y
22 |UWP:111383  University of Guatemala  Betancur J 1 1997 10 ] 1997-10-7 Guatemala GT Petén  '17,7946672 89,8800209 San Jose
v 5 e v b v
23 |UWP:113512 University of Guatemala  Vargas | 1 1998 9 12 1998-9-12 Guatemala 6T petén  '17,4543448 89,6237693 Flores
v . i Y v y
24 |UWP:115089 University of Guatemala  Callejas R 1 1999 B & 1999-8-6 Guatemala 6T Petén  '17,7783778 90,84424953 San Andres
v 5 b v 5 v
25 UWP:115381 University of Guatemala  Callejas R 1 1999 G 1999-8-6 Guatemala 6T petén  17,7795212 -90,1066629 Andressan
26 UWP:115382 University of Guatemala  Callejas R f la9e 8 I3 1999-8-6 Guatemala GT Petén  '17,788847 ".90,0136721 San Anders
27 |UWP:11561  University of Guatemala  Vargas | ¢ KEC G 12 1979-1-12 Guatemala GT Petén  '17,3098632 ".89,7846602 San Jose
28 |UWP:11571  University of Guatemala  Vargas | f1 fa79 1 1 1979-1-11 Guatemala 6T Petén  '17,5995834 "89,169355 Melchor de Me!
29 |UWP:115953  University of Guatemala  Vargas | f "996 4 "8 1996-4-18 Guatemala GT Petén  '17,6636186 0,9257567 San Andres
30 UWP:11599  University of Guatemala  Vargas | f1 979 1 "1 1979-1-11 Guatemala &7 Petén  17.6719406 " 89,7924027 Melchor de Mel|~
09 Data Cleaning - DATA EXAMPLE 1[4 »
Ready B o - ] + 1w00%
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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

File Edit View Insert Format Sheet Data T in Help
H-B-B-lUak X
Liberation Sans v (10 |« B I ! el e == =

As | fx =

o
i}
[
ek
el
5
H
=
s
&

o
=]
LS|
=
te)

m
-
+*
|=
o
=
o
o
E]
(=]
L=
[=]
Fil
il

Once you have opened a text file, click on Data > Text to column to display the LibreOffice Text Import Wizard

Import | Import |
| Character set:  Unicode (UTF-8) & | 1 ! Character set: |Unicode (UTF-8) = .
1 |
Language: Default - English (USA) o ! Language: Default - English (USA) 2 |
1 |
From row: 1 = 2 | Fromrow: 1 2 |
1 |
Separator Options | Separator Options |
Fixed width @ Separated by _) Fixed width @ Separated by |
] Tab [] Comma & Semicolon [C] Space ] Other ] Tab | Comma & semicolon | Space ] Other :
= | == " . - |
| Merge delimiters Text delimiter: | " v | ["] merge delimiters Text delimiter: v
Other Options | Other Options
[ Quoted field as text "] Detect special numbers | [ Quoted Ffield as text | Detect special numbers

Fields | Flelds
Column type:
|standard |standard |standard |standard |standard i
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 |
QPWP:leM University of Guatemala Betancur J 1 1994 = = |\
ot b ek = i ks seatal e - = P |
i 1
Help oK Cancel | Help B BE | Cancel
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of spec..YE:MO:DA:Country col.:country Code; statel e lation; C: C sl 5 =l i Spithet: Full name;taxonRank: Autl E
e T
riesea drenii:Species:L.B. Sm.: &£
ceae D\yld latifolia: Hlyla Latitolia \pmm L
__u@g 102142 University of Betancur J; 1:1994,0.20 ugugg 17.1821004; 90,7431008 La Libertad, Bamo Policarpa; 150, WS84 9593 !-I/Pla/r/m/u_r_l y\aman
Vargas 1;1;1995; n;'5" 35 12 N°,"75" 46 18" W-;Flores, f
6n:17,5260944:-90,8413581; San Andres;|
a R;1,1996; San | < niae
12 |uwp: 104512 unwerslty of Guatemala; ggl}qas Ri1,1005:7.21; Guamm;ua,GT mm 17,7200355,.89, 35;0901 Flores Bario E1 Silencio;240 WG S84 6514;Betancur J - Plantas
granja Mot S uiz & Pay
145 WGS584:1771
opista norte, parque de Bello y ;170: i § H(Sw) €
: TPoi6n;17,6569115; 89.600L738,FI0res; CEro Qulasor 143 WOSEALT7 L Betancur 3 - wzmania es:(Baken Wit
_17_|UWP:10B607:University of Gualemala: F;zgvpegraﬂ 1.1997.11:12 Gualemala-GT.Plén. 17,5084837,-80,2983051. San Andres. Finca Maizopolis. below parama de Chill:173 WGSB4.2847. Betancur J... Plantae:Magnaliophyla. Equiselopsida, Poales. Biomeliaceas:Guz mania.anguslilolia.:Guz mania angustifclia:
18 |UWP:108631;University of Guatemala;Fonnegra R;1,1997:11;10;Guatemala;G TP 3
19 |UWP:108632:University of Guatemala;Fonnegra R;1;1997:1110:Guatemala:G ;P
20 |UWP:110071, University of Gualemala.Vargas 1:1,1997,4:20 Guatemala,GT.Petén; 17 6674466, 89, 3484615, Floves Cerus de Suba 140, WS84 1771, Betancur J. F‘\amae Magroliophyta
WP 111004, University of
111383, University of
:113512;University of Clntemula\/a'gas
/P:115089; University of
25
26 _|UWP:115382;University of
27 |[UWP:11561: University of
28 |UWP:11571;University of Gualemal
:115053; University af :-90,92: de
30 |uwp:11599 Umvers:ly of Guatemala; vargas 111979111 Custemala: GT P17, 6719406:-99,2924027: Melchor te Mencos:| Bosque de San Rafas, cerca de Parque Purace; 250:WGS84:6030;Betancur 1.; Plantae:Magnol
JI19783017 1€ M i Losada: 211 WGSE4. 1 N Plant:
argas 1;1,1998; ila
35 | :\yg 116530 University of GuatemalaCallejas R;1:1999:10,9;Guatemala G1Pel soignaden; Species (Desy. ex Ham.) Hitche
argas 1;1;1999;7;13; Jlata; Gizmania linguiata;Species:(L ) Mez|
echmea senvitensis; Species; André
A
is pro ma; q :
enima Lasiacis procerrima; Species(Hack.)
= 1, _Enan iophyta. Equ 4 =5 Maguire, Flor de.
qu b ]H hualemma 17, 33:191; Peten: lf P.IQJBBS -90,6080889 La Liberad Bamo QQE\I‘I ‘margen Ilgwgl'gg cel [\p J\e\l\g 330 WGS84,35931: Betancur 1 Aechmea pyggg
48 |UWP:122274,University of iV A1,1997.6;. Gual ! a 0 Seloy Poal i a seh.) M
49 UWP 122329 University of ;2000;5:24, | C: Uni P Lk Poa B iaceae Catop \’Iqlg:Sch (Ruiz &
50 |UWP-122471: University of Guammala\/mgas P:1:2000:5 23 Guatemala GT Petén"6" 4' 20.210™ N'"75° 38 20.440™ W' La mean Barmio Oneti:514:WGS84;1190; Betancur J. ;Plantae; Mngrmhuphyﬁ E Poales:Bromeliaceae; Aechmea: Species;Andre:
51_|UWP:122471 University_of T.Petén;17,1793889;-90,6080889;  a Libertad; Barrio Oneti margen izquierda del rio Jella;514,WGS84;1190 Betancur J ; Plantas ¥ \Poales; epskeuhesiinea sendteneisSpeck
M 4 b M % | 09-Data-Cleaning-DATA-EXAMPLE
Sheat10f 1 Default EE Sum=0 E——rr T

2. Add a filter

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

H-O-R- D8R xDA-5 5 = Q=RO0EBEB /£
Liberationsans |+ (10 |+ B 7 U Ty - M - .,
a v/ f« © = |[collector Jl| =
[ E [ F G [ H [ [ J K M N [ o [
1ca Numh :‘Umvevs\ly Nu ul spd Mo [Fba [S]Country col =] (=lla [Flcounty  [S]Locality coll<]Elevation [<]q
2 University of *Betancur J 1 1 5 1 Guatemala 17,2388802 ,6602972 LalLibertad  Ciénagas de »250 &
3 1 1991 5 1n ‘Guatemala 17288954  -90,6705137 Lalibertad Club El Rode+250
4 1 1994 5 31 ‘Guatemala 17.3098632 -89,7846692 San Jose Inspeccién EF514 2]
s 1 1903 1 9 Guatemala 17,6560118 -89,6001739 Flores Paramo de EF270 ®
s 1 1993 11 7 ‘Guatemala 17,5327108 -89,8173641 San Jose S\UD Tinajas, »360
: i 1 1994 4 20 ‘Guatemala 17,1793889 -90,8080889 Libertad La  Barrio Oneti 150 fx
8 University of MBetancur J 1 1994 4 20 ‘Guatemala 171821024 -90,7431008 Lalibertad Barrio Policar150
9 v University of rVargas | 1 1995 12 Guatemala 5935 12N |75° 46' 18" W Flores Cerca de Yule 514
10 UWP:103108 University of »Cardona F 1 1996 4 3 Guatemala 175260944 -90,8413581 SanAndres Rio Claro, la>-500
11 UWP:104139 University of "Fonnegra R 1 1996 5 15 ‘Guatemala 17,7608007 -89,7571283 San Jose Las Acacias 308
12 UWP 104512 University of FCallejas R 1 1995 7 21 ‘Guatemala 17,7200355 -89,3510901 Flores Barrio El Silet 240
13 University of FAcevedo P 1 1994 9 7 ‘Guatemala 17,3187987 -89,9058103 San Jose Santagueda, *0
1 University of »Vargas | 1 1997 4 18 Guatemala 17,661793  -89,4056627 Flores Cerro San Jor145
15 | UWP 107441 University of *Gonzalez F 1 1993 4 19 ‘Guatemala 17,3892065 -89,7275 Flores Autopista nor* 170
| 16 _UWP 108120 University of FVargas | 1 1997 4 18 ‘Guatemala 17,6569118 -89,6001739 Flores Cerro Quitase 143
7i UWP:108607 University of "FonnegraR 1 1997 1 12 ‘Guatemala 17,5094837 -90,2983051 SanAndres Finca Maizopr 173
| 18 UWP:108631 University of *FonnegraR 1 1997 1 10 ‘Guatemala 17,4863769 -90,5676366 SanAndres  Finca en cero210
| 19 UWP:108632 University of "Fonnegra R 1 1997 1 10 ‘Guatemala 17,4882065 -90,0195979 SanAndres Finca Los Ce»210
| 20 UWP:110071 University of FVargas | 1 1997 4 20 ‘Guatemala 17,6674466 -89,3494615 Flores Cerros de Su 140
University of Mdaraga A 1 199 4 3 Guatemala 17.6971609 -90,6989102 San Andres Hacienda Ber 340
University of "Betancur J 1 1997 10 7 Guatemala 177946672 -89,8800209 San Jose Cerca de Sar 118
University of »Vargas | 1 1998 9 12 ‘Guatemala 174543448 -89,6237693 Flores Cerro El Cap? 150
University of *Callejas R~ 1 1999 8 6 ‘Guatemala 177783778 90,84424953 San Andres  Hacienda Sap 292
University of FCallejas R 1 1999 8 6 Guatemala 17.7795212 -90,1066629 Andressan Hacienda Sar 292
- 3 1999 8 6 ‘Guatemala 17.788847  -90,0136721 San Anders Hacienda Sar 292
B 1979 1 12 Guatemala 17,3098632 -80,7846602 SanJose Inspeccion EV100
University of *Vargas | 1 1979 1 11 ‘Guatemala 175995834 -89,169355 Melchor de M Bos de EP250
29 /P: University of FVargas | 1 1996 4 18 Guatemnala 17.6636186 -90,9257567 San Andres Granja de Ch*235
30 UWP:11539 University of Margas | 1 1979 1 11 Guatemala 17,6719406 -89,2924027 Melchor de W Bosaue de Se250
31 UWP:11638 University of rMercado J 1 1978 3 17 Guatemala 17,2446118  -89,2133202 Mencos de M Confluencia 0211
32 UWP:116523 University of »Vargas | 1 1908 8 Guatemala 5735 12" N 75° 46' 18" W Flores. Lorenzo Arrit» 150
33 UWP:116524 University of »Vargas | 4 1998 8 ‘Guatemala 5°35'12"N 757 46' 18" W Flores Los Hornitos 150
34 UWP:116525 University of FVargas | 3 1998 8 ‘Guatemala 7° 18' 10.12" ¥ 75° 04' 25.03*Flores. Lote en las af 150
35 QWR 116539 University of rCallejas R 3 1999 10 9 Guatemala 17.7783778 90,84424953 San Andres Hacienda Sar 30
University of »Vargas | 1 1909 7 13 Guatemala 17,6710406  -80,2024027 M de W De Fomeque »400
University of "FonnegraR 1 1999 oCT 2 ‘Guaternala 174666948 -80,9835048 San Andres Reglon Saﬂ D200
u N R 1 1999 ocT 2 Guatemala 174696597 -90,5694044 San Andres ie- 200
39 UWP:117611 University lﬂ VFonnegra R 1 1999 10 20 ‘Guatemala 17,7216042 06 San Andres Roads\de in 0170 e ——
e S e = i - " AT E— 0K Cancel
M 4% W # 09-DataCleaning DATA-EXAMPLE e ———
Sheat 1 0F 1 Defaulr e Same 0%
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3. Merge columns

AZ 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-BR-Uek XLDBA- o = - QA REEH YL LY ENKE Q00 BEEBE A
Liberationsans |~/ (10 || B 7 U Tuo-B- = = = = T+ 4% 00 == 0O0--4Q- ¢ =

SUM = fx X « |-E28""8FZE™-"BG28™" v
A B8 C | D [ E F G : | | L M | N =

1 Cat. Numb. University  Collector No. of spec. YE MO DA e Country col. e lon County L
[ TuwP:100217  University of *Betancur J |1 floer F T JE28""4F28"-"8G28" Guatemala 172388802 -00,6602972 |Lalibertad C
3 UWP:100218 University of ME urJ |1 1991 5 11 1991-5-11 Guatemala 17,2888954 -90,6705137 c
_ 4 UWP:101378 University of FFonnegra R |1 1994 5 31 1994-5-31 Guatemala 17,3098632 -B9,7846692 San Jose Ir
University of M 1 1993 11 9 1993-11-9 Guatemala 17,6569118 -89,6001739 Flores P

University of ¥ 1 1993 11 7 1993-11-7 Guatemala 17,5327108 -89,8173641 [San Jose S

University of E 1 1994 4 20 1994-4-20 Guatemala 17,1793889 -90,8080889 |Libertadla B

University of ¥ ur 1 1994 4 20 1994-4-20 Guatemala 17,1821024 -90,7431008 B

University of *Vargas | 1 1995 12 1995-12- Guatemala 5°35'12"N 75° 46' 18" W Flores C

University of bCardona F |1 1996 4 3 1996-4-3 Guatemala 17,5260944 -00,8413581 San Andres R

University of FFonnegra R~ 1 1996 5 15 1996-5-15 Guatemala 17,7608007 -89,7571283 San Jose Ls

University of » s R 1 1995 7 21 1995-7-21 Guatemala 17,7200355 -89,3510901 Flores B

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

University of ¥Vargas | 1 1997 4 18 1997-4-18 Guatemala 17,661793 -89,4056627 Flores C

University of #( 1 1993 4 19 1993-4-19 Guatemala 17,3892055 -89,7275 Flores A

University of »Vargas 1 1997 4 18 1997-4-18 Guatemala 17,6569118 -89,6001739 Flores c

University of rFonnegra R |1 1997 11 12 1997-11-12 Guatemala 17,5094837 -90,2983051 SanAndres F

University of "Fonnegra R |1 1997 11 10 1997-11-10 Guatemala 17,4863769 -00,5676366 SanAndres F

L 1997 11 10 1997-11-10 Guatemala 17,4882065 -90,0195979 SanAndres F

1 1997 4 20 1997-4-20 Guatemala 176674466 -89,3494615 Flores C

i 1996 4 3 1996-4-3 Guatemala 17,6071609 -90,6989102 |San Andres H

1 1997 10 7 1997-10-7 Guatemala 17,7946672 -89,8800209 San Jose a

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

University of rCallejas R 1 1999 8 6 1999-8-6 Guatemala 17,7783778 90,84424953 San Andres H

University of r( 1 1999 8 6 1999-8-6 Guatemala 17,7795212 -90,1066629 Andressan H

University of ¥ S i 1999 8 6 1099-8-6 Guatemala 17,788847 -00,0136721 SanAnders H

University of ¥Vargas | 1 1979 2k 12 1979-1-12 Guatemala 17,3098632 -89,7846692 San Jose Ir

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

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

University of ¥Vargas | 1 1979 1 1. 1979-1-11 Guatemala 17,6719406 -89,2924027 Melchor de MB

University of *Mercado J 1 1978 3 17 1978-3-17 Guatemala 17,2446118 -89,2133292 |\ s de MC

University of ¥Vargas | 1 1995 8 1998-8- Guatemala 5°35' 12" N 75° 46' 18" W Flores Li

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

University of ¥Vargas | 1 1998 8 1998-8- Guatemala 7° 18 10.12" »75° 04" 25.03"*Flores Lt

University of » Callejas R 1 1999 10 9 1999-10-9 Guatemala 17,7783778  90,84424953 San Andres H

University of Wargas | 1 1999 7 13 1999-7-13 Guatemala 176719406  -89,2924027 Melchor de MWD

University of tFonnegra R |1 1999 OCT 22 1999-OCT-22 Guatemala 17,4666948 -89,9835948 SanAndres R

University of "Fonnegra R |1 1999 ocT 22 1999-0OCT-22 Guatemala 17,4606507 -00,5694044 SanAndres R
University of »Fi legra R |1 1999 10 20 1999-10-20 Guatemala 17,7216042 -90,062868 |San Andres RS

4 4 » ¥ & 09-Data-Cleaning-DATA-EXAMPLE 3
Sheet 1 of 1 Default I-| & Sum=0 ——

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 Celis.
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< GBIF

Format Cells

Numbers | Font Font Effects Alignment Borders Background Cell Protection

Category Format Language
Number [=| |Fri,Dec31,99 ||| |Default-English (USA) ®
Percent Fri 31/Dec 99
; Fri, December 31, 1999 |
Friday, December 31, 1999 H
ime 12-31 7
Scientific 5 22123l
Fraction
Boolean Value
Dec 31 | eventDate
Text I
December &
Options
Decimal places: [0 = Negative numbers red
Leading zeroes: |0 = Thousands separator

Format code

150 8601

| Help | Cancel || Reset
BH-O-B- OS8R £DB- & 5~ kS

|Liberationsans | v/ {10 v| B 7/ U Ty - M - = = =5 =5

H1:H1048576 v fe I. = |eventDate 1§
& [ ¢ [ o [ € [ & [ o = T « [ ¢ [ wm [ w [¢
University  Collector No. of spec. YE MO DA Country col. countryCode stateProvince lat lon County Li
University of *Betancur J 1 1991 5 1 1991-5-11 Guatemala GT Petén 17,2388802 -90,6602972 Lalibertad C
University of ¥ 1 1991 5 11 1991-5-11 Guatemala GT 17.288954  -90,6705137 |La Ll d c
University of *FonnegraR 1 1994 5 31 1994-5-31 Guatemala GT 17,3008632 -89,7846692 SanJose |
University of ¥ J 1 1993 11 9 1993-11-9 Guatemala GT 17.6569118 -89,6001739 Fores P
University of Betancur J 1 1993 11 7 1993-11-7 Guatemala GT 17,5327108 -89,8173641 San Jose S
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 rtad B
University of »Vargas | 1 1995 12 11995-12- 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 *Fonnegra R 1 1996 5 15 1996-5-15 Guatemala GT 17,7608007 -89,7571283 San Jose L
University of FCallejas 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 -B89,9058103 San Jose S
University of »Vargas | 1 1997 4 18 1997-4-18 Guatemala GT 17661793  -89,4056627 Flores o]
University of *Gonzélez F 1 1993 4 19 1993-4-19 Guatemala  GT 17,3892055 -B9,7275 Flores A
University of »Vargas | 1 1997 4 18 1997-4-18 Guatemala GT 17,6569118 -89,6001739 Flores C
University of FFonnegraR 1 1997 11 12 1997-11-12 Guatemala GT 17,5094837 -90,2983051 SanAndres F
University of FFonnegraR 1 1997 11 10 1997-11-10 Guatemala GT 17,4863769 -90,5676366 SanAndres F|
University of PFonnegraR - 1 1997 11 10 1997-11-10 Guatemala GT 174882065 -90,0195979 SanAndres F
University of *Vargas | 1 1997 4 20 11997-4-20 Guatemala GT 17,6674466 -89,3494615 Flores c
University of »Idarraga A 1 1996 4 3 11996-4-3 Guatemala GT 17.6971609 -90,6989102 San Andres I—II
University of *Betancur J 1 1997 10 7 1997-10-7 Guatemala  GT 177946672 -89,8800209 San Jose G
University of »Vargas | 1 1998 9 12 1998-9-12 Guatemala GT 174543448 -89,6237693 Flores C
University of FCallejas R 1 1999 8 6 1999-8-6 Guatemala GT 17,7783778 90,84424953 San Andres I—q
University of *Callejas R~ 1 1999 8 6 1999-8-6 Guatemala  GT 17,7795212 -90,1066629 Andressan H
University of » 1 1999 8 6 1999-8-6 Guatemala GT 17,788847  -90,0136721 San Anders I-ﬁ
University of ¥ 1 1979 1 12 1979-1-12 Guatemala GT 17,3098632 -B9,7846692 San Jose I
University of »Vargas | 1 1979 1 11 1979-1-11 Guatemala GT 17.5095834  -89,169355  Melchor de W B/
University of »Vargas | 1 1996 4 18 1996-4-18 Guatemala GT 176636186 -90,9257567 San Andres G
University of »Vargas | 1 1979 1 11 1979-1-11 Guatemala  GT 17,6719406  -809,2924027 Melchor de ME_\!
University of *Mercado J 1 1978 3 17 1978-3-17 Guatemala GT 17,2446118 -89,2133292 M
University of FVargas | 1 1998 8 1998-8- Guatemala  GT 5°35'12"N 75° 46" 18" W FI {
University of *Vargas | 1 1998 8 11998-8- Guatemala GT 5°35'12"N 75° 46 18" W Flores L
University of »Vargas | 3 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 San Andres I{
University of »Vargas | 1 1999 7 13 1999-7-13 Guatemala GT 17.6719406 -89,2924027 Melchor de MD’I
University of *Fonnegra R~ 1 1999 oCcT 22 1999-0OCT-22 Guatemala  GT 17.4666948 -89,9835948 San Andres R
University of bFonnegraR 1 1999 ocT 22 1999-OCT-22 Guatemala  GT 174696597 -90,5694044 San Andres R
University of FFonnegraR 1 1999 10 20 1999-10-20 Guatemala GT Zelé 17,7216042 -00,062868 San Andres R:'

M 4 b ¥ % | 05-Data-Cleaning-DATA-EXAMPLE | 2

Sheet 10f 1 1048576 rows, 1 columns selected Default 1 =] Sum=0 e
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