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Identifying the duplicate schools in the proposal  

1. Open the excel file provided by the State / UTs in Microsoft Excel  
2. Ensure that the Name of the school should be in “English only” 

 
As shown in the figure below : 

 

To identify the duplicate schools , click on Column Number of the UDISE Code 

(Mandatory)  as shown below : 

 
Click on Conditional Formatting  Highlighted Cell Rules  Duplicate Values. As 

shown in the figure 

 



3 
 

 
 

After clicking, the rows will be highlighted by “PINK” color automatically if schools 

were found duplicate. As shown in the figure : 
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To remove the duplicate values from the proposal, follow the following procedure : 

 

To remove the duplicate schools one-by- one 

 Click on Column Heading  row (i.e. Header Row as shown in the figure) 

 

 
 

 Click on Data  Filter option, as shown in the figure 
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 The drop-down will appear in each of the column header, as shown in the 

figure : 

 

 Click on Udise Code Label as shown in the figure, and choose Filter By Color 

option and again choose the “Pink Color” 
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 After choosing the “Pink Color” , following screen will appear : 

 

You can see the duplicate schools in a pink color. Now Delete the one school. Once 

you deleted , the pink color will be disappear from another school with same UDISE 

code and it becomes “White” . As shown in the screen below 
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To remove the duplicate schools from Entire Proposal 

 Open the Excel file in Microsoft Excel, as shown in the screen 

 

Click the option Data  Remove Duplicate , as shown in the screen below : 
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After clicking , the following screen will appear  

 

We will see that all columns in the pop-up window was checked with tick mark. Now click on 

Un-select All to uncheck all the boxes.  As shown in the figure :  
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We will see that all columns in the pop-up window was un-checked . Now click on Check Box 

of Column UDISE Code.  As shown in the figure :  

 
 

Now click on “OK” button to remove all duplicate records, following screen will appear :  

 

 
 

It will show you the message on pop-up that how many records have been deleted. 
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Identifying the  schools having UDISE Code, less than 11 digit in the proposal  

1. Open the excel file provided by the State / UTs in Microsoft Excel  
2. Ensure that the Name of the school should be in “English only” 

 
As shown in the figure below : 

 
 

Now in the new column, Enter the “Count Digit” as a label heading and  enter the following 

formula =len(trim(d3)) as shown in the figure : 
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After Pressing enter button , following screen will appear : 

 

 
 

The number of character of UDISE code will be counted and displayed in the new column as 

shown above. Copy the Same formula in other rows also by using CTRL + C and CTRL + V 

option as shown in the figure  below : 

 

 
 

You can clearly see the school having less than 11 digit. 
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Now to filter the Schools having less than 11 digit , follow the following procedure 

Click on Column Heading  row (i.e. Header Row as shown in the figure) 

 

 

Click on Data  Filter option , following screen will appear  
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Click on “Count Digit” column, the following screen will appear : 

 

In the drop down list, uncheck the digit 11, as this length is correct . as shown in the figure 
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After clicking the “OK” button , the following screen will appear : 

 

We can see clearly, the Schools are filtered out whose length is less than 11 digit.  Delete 

these schools from the proposal. These schools cannot be appraised as UDISE code was not 

correct. 
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Removing the Schools  from the proposal which was already covered  in previous year 

under School Education  

 To  identify the schools in the proposal , you required the Approved list of previous 

years  in Excel format.  

 Either you can download the concern component from PMS portal using your 

username and password or you can request the PMS UNIT on email 

rmsa.pms@gmail.com to provide you (only for appraisal team) 

 Open the Proposal file in  Microsoft Excel , as shown in the figure : 

 

 Open the Approved list (downloaded from PMS) file in  Microsoft Excel and copy 

only the UDISE code from the approved list. As shown below 

 

mailto:rmsa.pms@gmail.com
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 Go to the Proposal excel sheet , and paste the UDISE code at the end of the row 

under column “UDISE Code” as shown in the figure : 

 

 
 

 Now identify the duplicates by using option Conditional Formatting  Highlighted 

Cell Rules  Duplicate Values. As shown in the figure : 
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After choosing the option , following screen will appear : 

 

We can clearly see the list of duplicate schools which were already covered in previous year 

under School Education.  

Now filter out these highlighted schools as already shown in the first session of this manual 

and  delete it before appraising the proposed list. 


