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1.0 [bookmark: _Toc8668824]Introduction 
Within this report it will go over specific sections that help aid users when using an application called Excel spreadsheet. Spreadsheet is such a useful tool in the business world because it helps to keep all vital data in one specific place. Managing data is vital in a business because you can see where any sort of money is going and what sort of money is coming in to the business, also it’s evidence/records that you may need later on in the business therefore having the access to go back when you need it crucial. Managing the master data is crucial in a business because this is the original data that’s then formulated into simpler terms for others to understand. “MDM seek to ensure that an organisation doesn’t use multiple versions of the same reference of master data in different applications”  (Hammergren & Simon, 2009).


2.0 [bookmark: _Toc8668825]Spreadsheet uses
2.1 [bookmark: _Toc8668826]Pre-Processing
“Data pre-processing is an important and critical step in the data mining process, and it has a huge impact on the success of a data mining project” (Malik, Goyal, & Sharma, 1994). As stated, pre-processing is a vital aspect in helping a business to progress in any data mining projects. A phrase that’s usually applied to data mining is “Garbage in, Garbage out” this means that any bad information put into the system will mean bad results out. There are many benefits when pre-processing data because it then processed into specific sections so that when accessing the data you can find what you need straight away because it’s already been processed. 

2.2 [bookmark: _Toc8668827]Analysing data
This is vital in a business because this can help to get the competitive edge on competition or can help to see where the business needs to make cuts and gain more money. 
“The process of evaluating data using analytical and logical reasoning to examine each component of data provided” (Business Dictionary , 2019). The data that is gathered from a business needs to be analysed and allocated to specific areas so that certain teams have access to this data, therefore the data that’s being analysed needs to be simple and clear so that everyone is able to understand and read it. Internal teams will rely on the data that’s being analysed so they need to ensure that all the data is correct and being deciphered correctly. Examples of data that can be analysed are accountants, profits, sales, trends and sales forecasts. These are some of the vital aspects of a business that help to progress and succeed. Benefits of analysing data is that you are able to see where the business will be  potentially going wrong and therefore you can create access plans to eradicate the potential problems.

2.3 [bookmark: _Toc8668828]Visualising data 

Ensuring everyone can understand and visualise the data is vital for a business because it helps everyone to analyse the data and perform their jobs appropriately. “Enormous quantities of data go unused or underused today, simply because people can't visualize the quantities and relationships in it” (Cleveland , 1993). William outlines that data is forever getting unused or left out because people cannot understand it, this is a huge problem in business’s because if the data is too complex then it will be left unused and then this can make numerous problems and could potentially cut out vital information that could be used. A major benefit of visualising that data is that all the data collected and analysed will be used rather than not understanding some of it and leaving it unused, also understanding the data that’s been collected is a benefit because it can then be analysed and plans can then be created from the newly analysed data. 



3.0 [bookmark: _Toc8668829]Why do organisations use spreadsheets and how do they benefit the organisation
Using Excel and having laid out in spreadsheets is so beneficial for organisations because all the data is collected in one place and can be easily accessed through the Microsoft excel application. Using spreadsheets is so beneficial to companies because Microsoft Excel have tools integrated in it to aid the using when using data. For an example they have specific formulas that can help to find data throughout the spreadsheet, this can benefit large companies that deal with huge amounts of data because you are able to search up the data you want just by putting in a simple formula. Another benefit to the formulas is that there’s a certain formula that works with the data and processes it so that if certain aspects of it are correct it will generate a certain output but then it can work the same way in the sense that if the information is incorrect it will generate a different output. You are able to generate graphs and charts; this is a great aspect to have in application such as Excel because these graphs can be set out to display simple information therefore when people look at the graphs they understand and read them. Having all the data organised is a huge benefit because there is a tool to add filters on the data that’s been put into the spreadsheet, these makes it that bit easier to organise the data into different categories. 




4.0 [bookmark: _Toc8668830]Sern Helen data and Screenshots
An example of Pre-Processing data is to change all the profits to a “Y” if they did have a profit and a “N” if they were at a loss. This is an example of pre-processing data and also visualising that data. It’s been changed into a simpler form to understand. 
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Pivot Tables and Graphs

[image: ]

Pivot tables are able to be selected to then create simpler and easier to read tables. You are able to allocate certain information into to sections on the pivot table tab, also creating the graphs allow people to understand the information a lot easier. 

If statements is that if the information in the certain cell is correct then the outcome will be projected in another cell. 
[image: ]

5.0 [bookmark: _Toc8668831]Data mining 
“The process of extracting useful knowledge from the huge volumes of data kept in modern computer databases. Sophisticated algorithms and statistical techniques are used to identify significant trends or patterns within complex data and to form predictive models” (Law, 2010).  Data mining can help to find anomalies, patterns or correlations within the data that’s been given to the analyser, understanding the processes of Data mining is crucial because it helps to understand the sophisticated algorithms that are used within the formulas. Being able to use this to outline the trends is vital in business because locating and analysing these trends can lead on to producing certain information from it. Data mining is used to identify information that may be missed be the average person when analysing the data. 

5.1 [bookmark: _Toc8668832]Association 
“Association analysis is the discovery of association rules showing attribute-value conditions that occur frequently together in a given set of data” (Han, 2006). This is used within WEKA to figure out patterns and then potentially predict certain outcomes. Association can then be used for sales forecasting because this is where finding out patterns comes in handy because it’s able to analysis previous data and find out any patterns and turn it into prediction data. A benefit of this is that companies are then able to generate sales forecast’s and can find out when certain trends arise within a market. 
5.2 [bookmark: _Toc8668833]clustering 
“Clustering analyses data objects without consulting a known class label” (Han J. , 2006) This is set out to put information into specific areas based on their characteristics. It depends on the type of data and what it contains. The data is segregated into the specific characteristics this is so that it can be accessed when it needs to be. Therefore, allocating the clusters to the specific areas makes it easier to be located. Clustering information is beneficial to business’s because they can then find all the information together rather than searching all over different databases to find various bits of information, therefore having it in one specific place all together is very beneficial. 
5.3 [bookmark: _Toc8668834]Predictions 
“The predictions of continuous values can be modelled by statistical techniques of regression” (Han J. , Data mining , 2006). This is identifying the data for the description of other data values. Linear regression is a powerful analysing method that’s used within data mining, using this tool helps to predict the data. Having the ability to predict the data is beneficial to a business because they can see crucial results and find out what could be changed to gain different results. It’s only a prediction of data therefore it potentially could be incorrect so it’s key that you don’t rely heavily o this information and that you analysis it carefully. A major benefit when predicting data is you are able to gain results before certain things have happened in a business, this could be potential figures of profits throughout the year or companies are able to see how much they’ve spent throughout the year, therefore meaning they are then able to make cuts if they see fit. 
6.0 [bookmark: _Toc8668835]Why should business’s use data mining
The sections within data mining is very beneficial because they are able to predict data, analysis patterns and put specific data together that has similar if not the same characteristics. It can be used to create certain models for companies, for example it can create risk models for loans and mortgages. This provides banks with the information of will this person pay them back and how much will they gain back from interests. Also, data mining techniques are used to help improve certain conversions these can go from increasing sales to generating new target audiences. 



7.0 [bookmark: _Toc8668836]Sarn Helen Weka screenshots
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Above is a screenshot of a J48 decision tree for Sarn Helen. The J48 only deals with categories through WEKA , above shows the shipment method and each of the sections at the bottom of the tree show y for yes there is a profit and N for a loss. 
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This is the information generated from the J48 for profits when using classify. 














Predictions (regressions tab) 
This shows the information from the linear regression tree. 
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Clustering – Below is the image of what clustering is like through using the Weka application
[image: ]
8.0 [bookmark: _Toc8668837]Conclusion 
Data management and spreadsheet tools are a vital section when handling data digitally because you are able to do so many things with it and you are able to view it in various ways. This makes it that much more accessible for companies because more and more information is being stored digitally therefore knowing how to analysis it, view it and understand it its becoming more and more crucial. 
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