How do | view and edit data
IN a source?

Overview

View Data shows you every row of information inside a source, like opening a table and looking
through it. From here you can also search the data, download it, or fix a wrong value everywhere it

appears.

When to Use

Use this feature when:

e You want to check what data actually came into a source

e You need to download the data as a CSV or Excel file

e You spot a wrong or inconsistent value and want to fix it everywhere at once
e You want to check how many rows a source has

Concepts

e View Data - The screen where you can see every row in a source, like opening a
spreadsheet

e Find & Replace - A tool that changes a value everywhere it appears in a source, in one
step (for example, changing "Banglore" to "Bangalore" everywhere at once)

e Export - Downloading the source's data as a file you can open in Excel

e Row Count - The total number of rows in a source

Set Up Guide

1. Go to Data Sources
2. Click the source you want to check
3. Click View Data



Search

Vai
Attendace - D Active Retall Data for Media Active Retall Audit Active
il Daoshboards ) . . B . B o
sttendoce_d metol_data_for_media Rotoil_audit
i sharing
= 500 fows W B4 Fields = 80 Rows I 38 Fields = 1,032 rows W 38 Fieids
|| B potaSources B
Clowd Imports
o View Data Import More 32 Edit Schema -3 View Data Import More 32 Edit Schema -1
& Relationships
& Sottings Attendence Data Active Sales Data Active hctive
At Soles_data
# Users (Converse)
= 400 Fows W 10 Flolds = 218 Rows M 13 Fiolds = 200 Rows W 12 Fieids
©3 Antendence Data — Soles Data ©3 Atterdence Deta — Soles Data
WiewDola  dmport Mone 52 Edit Schema -] ViewData  import More 52 Edit Schema -3 ViewData  Import More 2 Edit Schema o
Salesperson performance — FY 2025-26 Activo Active Partner Dashboard Active
i Ty 202528
E search

as @

Va . Attendace - D = . - s . m
Tantase oL € Back S Q. search rec W import & Find & Reploce  # Export
o usER_io SUBMISSION _ID USER _NAME USER_EMAIL_ADDRESS USER _MIOBILE _NUMBER USER_COUNTRY USER_STATE UsER_CITY USER _ DESIGH
il Dashboards 7 |
Filter Filter Filtar Fitege Fim Filtar, Filtew, Filter Filter
@ sharing
1 35641 340614 TINKU CHABRA Tinku.twhigigmall.com 99255686 india Haryana Hisar 5P
38708 340613 AVADESH MISHRA gmailcom India Gujarat Ahmedabad 5P
| B ootasources 5]
i 36612 340612 SURAJ TIWARI Surajtiwaris2406@gmail.com 8882342504 india ur Ghaziabad 5P
Cloud Imports
& Relotionships 4 38328 340606 DEEPAK C Dipak garagge 9908501289 india Gujarat Rajkot 15e
5 a37os2 340605 SURDOR § Surnor aingoutiook com 7034363034 india Kerala Trivandrum 5P
& settings 38332 340604 SHANU SINGH india Kamataka Bangalora 5P
8 Users (Converse) 7 38007 340588 ARAVIND P R =1 India Kerala Eottayam 5e
4 37038 340601 M india Tamil Nodu Pudukkottai 5P
° L 340603 DEBADUTTA g2l 855570106 Indlic Odisha Jajapur e
0o 3807 340580 REVANT PATADIA g india Gujarat surendarnagar ISP
Poge | of 50 - 2 3 4 8 N Rows: W v Showing 1-10 of 500 records
5. To download the data, click Export and choose CSV or Excel
Search [+ ‘ .
Attendace - D
« — o 1 o
P € Back S Q. search records._ W import & Find & Reploce
o usER_io SUBMISSION _ID USER _NAME USER_EMAIL_ADDRESS USER _MIOBILE _NUMBER USER_COUNTRY USER_STATE UsER_CITY USER _ DESIGH
il Dashboards 7
Filter Filter Filtar Fitege Fim Filtar, Filtew, Filter Filter
@ sharing
1 35641 340614 TINKU CHABRA Tinku.twhigigmall.com 9I2SEE686 india Haryana Hisar 5P
38708 340613 AVADESH MISHRA gmailcom India Gujarat Ahmedabad 5P
| B ootasources 5]
i 36612 340612 SURAJ TIWARI Surajtiwaris2406@gmail.com 8882342504 india ur Ghaziabad 5P
Cloud Imports
& Relotionships 4 38328 340606 DEEPAK C Dipak garagge 9908501289 india Gujarat Rajkot 15e
5 a37os2 340605 SURDOR § Surnor aingoutiook com 7034363034 india Kerala Trivandrum 5P
& settings 38332 340604 SHANU SINGH india Kamataka Bangalora 5P
8 Users (Converse) 7 38007 340588 ARAVIND P R =1 India Kerala Eottayam 5e
4 37038 340601 M india Tamil Nodu Pudukkottai 5P
° L 340603 DEBADUTTA g2l 855570106 Indlic Odisha Jajapur e
0o 3807 340580 REVANT PATADIA g india Gujarat surendarnagar ISP
Poge | of 50 - 2 3 4 8 N Rows: W v Showing 1-10 of 500 records

6. To fix a value, click Find & Replace
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7. Type the value you want to find (for example, "Banglore")

8. Choose whether to match the full value or just part of it

9. Turn on "match case" only if the fix should apply just to that exact spelling (capital or
small letters)

Select a column
Find
Valuse to find
FReplace with
Leave emply to clear the cell
Match
® whale cell matches O Cell contains the text
Case
® Case sensitive () Ignore case

Only cells written exactly as typed are changed, &.g. "Delhi” but not
“dulhi” or “DELH

[ Cancel J Preview Replace

10. Click Preview to see how many rows will be affected
11. Click Apply to make the change

Best Practices

You can't undo a Find & Replace, so always check the Preview count first

Find & Replace only works on Excel and API sources, not on forms, DDE tables, or
combined sources

Number and date columns only match the full value, not part of it

Row counts can take up to a minute to update

For large sources, download only the rows you need instead of the whole file



Related Links/FAQs

Related pages in this book:

e How do | resync or refresh a source?
e How do | define a relationship between two sources?

FAQs

Can l undo a Find & Replace?
No. Always check the Preview count before applying.

Can | use Find & Replace on any source?
No — only Excel and API sources support it.

Why didn't my download include everything?
Large files are limited to keep things fast — try downloading a filtered set instead.

Version Notes

Last Updated: Oct 2026

Revision #2
Created 15 October 2026 09:08:16 by Manjula Jagadish
Updated 15 October 2026 11:18:15 by Manjula Jagadish



