
Removing Duplicates from Microsoft Excel 2007 
 

1) Highlight any column you wish to remove duplicates from. 
 

 
 

2) Go to “Data” tab in tool bar and locate section for “Data tools”. Click on remove 
duplicates. 
 

 
 

3) A selection box titled “Remove Duplicates Warning” will appear. Choose the appropriate 
choice for you and then click “Remove Duplicates”. Our choice is to click on “Expand 
the selection”. 

 

 
 



4) A different selection box will appear and offer two options “Select All” or “Unselect 
All”. By default Excel picks all columns and after clicking ‘OK’, a pop-up box will 
appear summarizing the number of duplicate values identified and removed as well as 
what remains in your dataset.  
 

 
 
Here is an example of our table after removing duplicate observations. 

 

 
 

5) However, if you wish to delete duplicate observations in a specific column (for example 
“Manufacturer”), please click on “Unselect All” and then click on the respective column 
heading. The following are two screenshots to illustrate our example.  
 

 


