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Part I: Preparinyfour Soreadsheet foiData Analysis

A. The first thing you want to do is to copy and paste the-Bigpositional Factors work sheet into
a new excel workbook. When you begin copying your work sheet, start with the cursor in the
A2 Click and drag your cursor over the work sheet data that yantwo copy. Make sure that
you capture all of the data on your worksheet.
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C. Create a table from the pasted data...creating a table provides you with a great deal of flexibility
to work with the data. The table command is found under INEERTab.
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D. When you click on th€eate Tablecommand you will get adialogue boxndicating the cells
that will be converted to a table. Make sure the cells match the data you have pasted into the
new worksheet. Excel will identify the cells with data to convert.
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E. Now you have a great data table that you can work with and change. It is totally interactive and
you will notice thedrop down meusassociated with the table headings. They will be useful
with regard to data analysis. Also, check out design tab...you can change the appearance of
your table but more importantly this is an opportunity to see how the data becomes interactive
whenyou convert it to a tablelFinally, you might want teenameyour table (no spaces). |
renamed the table: PreDispData.
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Step lICleaning up the Data

A. There are some things you may want to do at this point to clean the data for use. You can clean
the data here or you can clean data from the Pivot Table -dimwn menus. One thing | noticed
and was not able to correct was the field fbotal Daysvhich contins a strange numberhen
the release data is not yet knowh.
of the data.
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B. Step 2: In order talean the data fieldd sorted the data based on the Total Days range. Use the
drop down menu to sort the data based on your needs. | sorted the data from smallest to
largest.
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C.

Once sorted, all of the total days fields that are problematic come to the top of the table. Then |
highlighted all of the cases by dragging my cursor down the column, placed my cursor inside the
highlighted box andused the Clear Contentsption to remove the numbers from the rows
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Average: -38738  Count: 24 Sum: -953708
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Now for the fun and somewhat challenging part. This is what your table witbltdaeeddata
should look like.
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Part Ill: Working With Pivot Tables

A. From thelnsertTabchoose the create Rivot Table Command
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C. Wow...this is cool; the Pivot Table Tools area. This is where you can do all of your data analysis.
A couple of things first:

1 Notice that the Pivot Table is placed in a separate work shiemight be sheet 4 or 5 or
whatever. WherExcel opens there are always three work sheets. Because | am a
minimalist, | delete the unused work sheets, rename the work sheet containing the
PDADD datand rename the Pivot Table work sheet (creatively renaiedt Tablesl
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D. You will need to work with th@ivot Table Field Liahd move data fields into thieoxes below
in order to create a Pivot Table. You can add and remove fields at your pleasure and | encourage
you to explore different relationships. You cannot go wrong and can always delete your work.
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F. Editthe Pivot Table to create a Pivot Char NB Y2 @A y 3

Stepl: Clickon the
drop down menu
for Row Labels and
un-check the box
Wo f .IThis|isQ
important because
anytime you want
to filter out data,
particularly missing
or blank daa, you
can use this
command.

G. Sort the data from smallest to largest.
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the Column Field.
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