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Part I: Preparing Your Spreadsheet for Data Analysis 

A. The first thing you want to do is to copy and paste the Pre-Dispositional 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 you want to copy. Make sure that 
you capture all of the data on your worksheet.  
 

 

B. Open a New Excel Work Book, place your cursor in cell A1 and paste the data into the cells. 

Make sure you start 

copying the work sheet 

by placing your cursor 

in cell A2! 
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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 the INSERT tab.  

 

D. When you click on the Create Table command, you will get a dialogue box indicating 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.  

 

 

Create a table 

under the 

Insert tab.  

When you choose Create Table the 

following dialogue box should open 

with the data selected. Also notice 
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is checked.  


