        Lisa Roy (1804811)

              BMSP 4004
            Roisin Mullins
    Generating Business Data 
              and Analysis

                 [image: C:\Users\Lisa\AppData\Local\Packages\Microsoft.Office.Desktop_8wekyb3d8bbwe\AC\INetCache\Content.MSO\4D574678.tmp]
             Assignment 2
     Principals and Concepts 
             Of Modelling

 Contents Page


· Introduction
· Executive Summary
· What is a Spreadsheet?
· The Difference between a database and a spreadsheet
· Data Analysis
· What is Microsoft Excel
· Cleaning up a spreadsheet
· Excel Functions
· Spreadsheet Models
· Data reliability and Validility
· Categories of data
· Data Analytics
· Data Visualization
· Conclusion
· Appendix
· Bibliography















Introduction
This report is going to be based on Microsoft Excel spreadsheets and how they function, how they store the data, how data is analysed and the various functions that are used to get the correct and most relevant information where it needs to be. Most businesses large or small use a spreadsheet for their company records or data. This report will help to explain why. There are four Excel spreadsheet files to be looked over and edited as part of this assignment also.

Executive Summary
In this report the functions and formulas used to create a spreadsheet in Microsoft Excel will be reported and pictures of these being used will be included. The research done to find out how to use these are used will be shown throughout the report. The report will help you to decide whether Excel is a good tool to use for your business and if it is appropriate to display the data which needs to be included for that business. Is a spreadsheet useful to display certain types of data? What is the best way to present the data? Hopefully this report will help to answer these questions.

“What is a spreadsheet?”
“A spreadsheet or worksheet is a file made of rows and columns that help sort data, arrange data easily, and calculate numerical data. What makes a spreadsheet software program unique is its ability to calculate values using mathematical formulas and the data in cells.”
(www.computerhope.com/jargon/s/spreadsheet.htm, 2019)

The Difference between a Database and a spreadsheet
A spreadsheet is Data that is put into rows and columns. It is designed to be used only by one person at a time. 
A database is information that may store data in rows and columns, or sometimes uses other sources to store information. Most are designed to use a server. It handles security, connectivity and numbers of users. Mote than one person can use a database at the same time. (Fredricks, 2018)

· Data Analysis
· 
· Data Analysis is detecting patterns in data to discover findings. It is a way of finding out how things are working within a company for example.
· Data needs to be Correct, Countable, Standardised and Non-Redundant in order for it to be Analyzed. Making sure the data is those things is Pre-processing and enables only the correct information being used in the creation of the spreadsheet. 
· Excel is a good tool for Data alalysis and has simple easy to use built in functions ready to use. 
· 

“What is Microsoft Excel?”
· 
· “Microsoft Excel is a software program produced by Microsoft that allows users to organize, format and calculate data with formulas using a spreadsheet system. This software is part of the Microsoft Office suite and is compatible with other applications in the Office suite.”
· (/www.techopedia.com, 2019)

Excel is one of the applications within the Microsoft Office package. And a spreadsheet within it is a software that builds and edits worksheets. Worksheets hold text, numbers and calculations and show data in columns and rows.
(Essential computer skills using microsoft office 2010, 2010)

Microsoft Excel offers a range of formatting for text. You can personalise the spreadsheets by specifying the font type, colour, and alignment in the cells. This is all very simple to do and will personalise spreadsheets for the company that are using them.
(Schwartz, 2011)
Excel offers lots of formulas and functions to use within the spreadsheets. Some examples of these are:
· SUM
· AVERAGE
· COUNTIF
· IF
· PERCENTAGE
· VLOOK UP

 Formulas can be created in the cells or in the formula bar. Excel makes it very simple to edit and move things around as well as easy to read. Functions are shortcuts for calculations tat would be otherwise very difficult to produce the results. There are over 300 functions within Excel to help with financial, statistical, logical and text based problems and data. 
(Schwartz, Microsoft office 2011, 2011)
Tables and graphs can be added into a spreadsheet on Excel. There are options to add new sheets with these on. A table is basically a database in which columns are fields and rows are records. Advantages of a table are that rows and columns can be deleted without amending the spreadsheet itself. Any field or a number of fields can be added to a table to compare different data types. 
(microsoft office 2011, 2011)

“Cleaning Up” Spreadsheets
Before the data can be presented correctly in a spreadsheet the workbook can be Cleaned up. This involves a number of things such as Making the file look presentable, removing duplicates, making sure it is consistently accurate. An example of cleaning up a file is shown on Appendix 1 and Appendix 6. On Appendix 6 The row was being deleted due to it being a duplicate. Appendix 1 shows the different rows shaded 2colours so it is easier to see across the whole workbook.

Excel functions and what they are used for
SUM
The sum formula shown in Appendix 9 is a simple way of adding u a lot of numbers quickly and accurately. Simply click on the data you wish to add together and select the auto sum button. This allows for accurate figures all of the time ensuring all the figures are correct.
AVERAGE
Appendix 8 shows the average figure for rainfall. This is an useful function to work out accurately the overall average of number data in the worksheet.
PERCENTAGE
Appendix 8 shows the formula in the formula bar for the percentage. This is an easy function to use by simply dividing the smaller figure into the larger one and converting the result to a percentage. For a better look of the result move it to 2 decimal places as well.
Graphs
Appendix 3 shows an example of a graph used to show a different way of presenting data within a spreadsheet. This is done by highlighting the data needed to be visualised within the graph. The axis labels can be added or changed according to what the data is being used for.
VLOOK UP
Appendix 11 shows the VLook up tables. The one on the right is used to get the information needed to be put into the comments boxes on the chart on the left. The VLook up formula is shown on the picture in the formula bar but unfortunately on this occasion the spreadsheet wouldn’t accept the formula to give a result in the box. It just came up as #NA
PIVOT TABLE
Appendix 12 shows a pivot table. It summarises the data from a larger file and gives a different view of the data that is chosen to be displayed. It is possible to add or remove data once the table has been created making it simple to amend.
COMMENTS
Appendix 5 has yellow boxes. The cells that are yellow have a comment attached to them such as “highest figure” and “Lowest figure”. This allows the user to find such information without having to filter the data themselves. 
COUNTIF
This function is used to identify if something is higher or lower than something. Appendix 10 shows an example of how this could be used. However it is obvious that this wasn’t completed correctly by the user and that the end result wasn’t added to the file. 
Appendix 5 shows a similar formula.

Spreadsheet Models
There are 3 main Components of a database
· Logic model – To construct a logic model you need to Conceptualise, Verbalise and formulalise it.
· Data Model – Sources are databases, Decision aids, Loo up tables and Data input.
· Presentation Model – Should be visually appealing, have clear tables and charts, in size order, and place important data in columns.


Data Reliability and Validility
Reliability means that the data in the files is accurate and the validity is that the data measures what it is supposed to measure

Categories of Data
	Data types can be:
· Text
· Numeric
· Dates/times
· Memos
· Counter
· Currency
· Yes/no
· OLE

Data analytics – What does it mean and how is it important
The ability to analyse data will help make better decisions. Pivot tables   built into Excel are a popular analytic tool. The pivot tables can be used to visualize data and make the spreadsheet easier to read and to use.
(Sanito, 2012-2019)
Data analytics is important within a business as it helps business managers to drive the company forward, improve efficiency and achieve goals. It is important that the data is analysed correctly to ensure the business that it is being used for has all the correct data in order to keep the records up to date.

Data visualisation – what does it mean and how is it important?
Data visualisation is a term that describes how data is presented visually well in order for the user to find and interpret the data needed easily and correctly. This is important for efficiency and accuracy within a business spreadsheet. Data visualization software allow the user to select the best way of presenting data. Some tools do this automatically.   (Rouse, 2010-2019). The way the human brain interoperates data is made much more efficient if the data is presented in a simple easy to read way. This is where the data visualization comes into force. Graphs and charts can be a good way of displaying what might look like a large complicated spreadsheet by just looking at that. Data visualization can
· Identify areas that could use improvements or that require attention
· Clarify which information influence customer behaviour
· Predict sales volumes for the future
· Help to understand where to place certain products

Businesses are able to see large amounts of data in a clear concise way when data visualization has been used. It is significantly faster to use graphs to look at data than to read through a spreadsheet.
In order for it to be successful you need to be able to understand the data that is being visualised, determine what and how it needs to be visualized and use a visual that conveys the information in the best and simplest way for the audience it is intended for. (Samuel, 2019)

	     Some examples of data visualization
· Dashboard
· Charts
· Column and bar graph
· Line chart
· Pie chart
· Area chart
· Scatter charts
· Geographical Data


Conclusion
[bookmark: _GoBack]Microsoft Excel is an extremely simple but effective way to display and use data for businesses following the research that has been done. The functions that are built into the spreadsheet are very easy to use and there appears to be a suitable function for each problem you might come across or for each calculation which may need to be performed. Businesses would benefit from using a spreadsheet within their records as it is a simple way to display the data needed and is also very quick and easy to amend any information that needs to be stored. This programme is easily accessible for both large and small businesses with members of staff with different abilities able to input and use the data stored on the spreadsheets. A spreadsheet within Excel can hold a lot of information over a lot of different sheets within one file and also can include charts and graphs to enable users to get a quick idea of the data they need to read or analyze. Editing a spreadsheet is also very simple so great for a business which changes data frequently such as costs etc. The way the data is vizualised is very important for users in a fast and busy business and Excel can cater to an individual business as it is easily edited and personalized. Spreadsheets are very important for businesses in the 21st century to stay on top of their data.
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