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How to calculate total number of Medication Errors from Event Summaries 
 

On the Excel version of Event Summaries please follow the steps below: 
 

1. Select the entire row with the column headings by clicking on the row number at the 
left, as shown in the screenshot below. 
 

 
 

2. Now click on the ‘Data’ menu at 
the top of the Excel sheet and 
select ‘Filter’. 
 

3. Each of the headings will now have a dropdown 
arrow. From the ‘Text Filters’ option, select 
Medication Error. 
 
This will filter the list to only show GERs that have 
Medication Errors. 
 
To count all the Total Errors on the Excel 
sheet, you may follow the steps below: 
 

1. Select all the cells under the ‘Total Errors’ column.  
 

2. You will see an Exclamation Mark icon next 
to the selection, click on it. A menu will 
appear as shown in the screenshot. 
 

3. Click on the ‘Convert to Number’ option 
from the menu. 
 

4. Next, click on the first blank cell right below 
the ‘Total Errors’ column and type in the 
following: 
 
=SUM(XA:XB) 
 
where, X is the alphabet used to represent the column Total Errors. A 
is the row number on Top and B is the row number at the bottom for 
the data range on which the summation will be done. 
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For example, in the screenshot on the right: 
 
To add all the values of the cells E2, E3 and 
E7 under the ‘Total Errors column’, we can 
use the formula: =SUM(E2:E7) which will add 
all the cells vertically from E2 to E7 and give 
the result of the summation. 
 
 

5. After entering the formula press the Enter key and you will get the total number of medication 
errors. 
 


