Week 5	SBUS5105 DH&BI
Introduction to Excel Tutorial
In this tutorial, we’ll learn how to use the basic features used in the presentation on a simple example of spreadsheet information.
Opening Files in Excel
[bookmark: _GoBack]Within the tutorial files for Moodle you should see a file called “Tutorial5.xlsx”; download this file. You’ll be presented with a table similar to that on Figure 1. This table is from the UK Data Service’s Infuse platform, which allows us to view aggregated results of the census based on a certain number of categories. The spreadsheet we are currently observing is with regard to the Welsh speaking ability of respondents in Wales.
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Figure 1: Excel Spreadsheet Example
At the moment the data in its current format is unclear, so we’ll need to use some of the features we’ve learned from the presentation to get a better overview.
Expanding Column Views
Currently we can only see some of the information present within the columns. We can expand upon this by clicking the arrow icon on the top right corner, and then double clicking the edge of one of the column letters. This will cause the columns to expand to fit the content in order to give us a better view of what we’re looking at. Figure 2 shows this information expanded.
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Figure 2: Column View Expanded
Click the scroll bars on the bottom and right of the window to see what information is contained within the spreadsheet. We can see that the columns represent counts of certain categories of information (such as age range, gender, language skills) while the rows represent local authorities within Wales.
Transposing Results
The categories that are present within the columns share similar information which could be more beneficial in separate columns. In order to do this however, we will need to transpose the spreadsheet. To make this easier, click the arrow on the top right and drag the edge of one of the column letters to make all columns the same size and smaller. Once you have done this, click and drag the mouse over the entire spreadsheet. Right click the highlighted area and select Copy (or press Ctrl and C on the keyboard at the same time).
As we’re creating a table in a different format, create a new sheet by clicking the plus icon. In this new sheet, right click a blank cell and select the “Transpose” option amongst the options available for paste. For older versions of Excel you will need to select “Paste Special” and select the transpose option from the pop up window. You should end up with something similar to Figure 3.
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Figure 3: Results Transposed
Using Text to Column Wizard
Now that our category information is in a single column, we can ask Excel to split the information into separate columns. We need to insert appropriate space into the spreadsheet to accommodate these columns. Select Column B, and right click it. From there, click “Insert” to generate a new column. Do this another 2 times so that 3 blank columns are on the sheet.
Once this is done select column “A”, and from the Data tab at the top select “Text to Columns”. A window should appear similar to the text import wizard; as the categories are separated by a specific character we can click “Delimited”. Click next and Excel will ask to select which characters are used to separate the columns. Tick the “Other” box and select “-“ (as shown in Figure 5). You should see the categories split into columns. Click next to proceed to Step 3 of the wizard.
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Figure 5: Text to Column Wizard (Step 2)
The next step will ask you to select the specific format you would like for the columns it has found. Some of the information, such as nationality and unit, will not be necessary to display. Click and drag the navigation bars to access these columns, and click them to select the columns. Once selected, pick the option not to import (as shown in Figure 6). Leave the remaining columns to default settings and click finish to complete the conversion. You should end up with something similar to Figure 7 once the conversion has been completed.
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Figure 6: Text to Column Wizard (Step 3)
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Figure 7: Excel Spreadsheet with new columns
Using Find and Replace
As you can see, what should be the column definition for these categories is now displayed on every row. We can remove this information from our columns by using the find and replace feature in Excel. Select the column in A and press Ctrl and F on the keyboard. A window should appear with a tab to find information and a tab to replace information. Select the Replace tab, and type the following into the two fields:
· In Find What, type “Age : “ (without the speech marks)
· Leave Replace Fields Blank.
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Figure 8: Find and Replace Window
Click on “Replace All”. You should notice that the information in column A has now been trimmed. Perform the same find and replace operation on the text in the other 2 category columns and you should end up with something similar to Figure 9.
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Figure 9: Excel Spreadsheet with information formatted
Sorting Information
Now that our information has been formatted, we can consider exploring some of the information within it. One of the ways we can do this is by sorting one or several columns of information. For this example, we’re going to sort the column of Gwynedd. To do this, click on a cell within the column and in the data tab click on either the A-Z or Z-A column. The information in the spreadsheet should adjust to reveal the highest figures in Gwynedd as shown in Figure 10.
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Figure 10: Screenshot of numbers sorted in Gwynedd
We can see quite quickly through the results that Gwynedd is primarily dominant in welsh speakers, while those with no skills rank the lowest. Feel free to explore and document your findings in the other local authorities.
Filtering Information
As the information encompasses a wide variety of categories, you may only wish to view records of a certain category. To display filters on columns, click a cell after the headers and click “Filter” on the data tab. Icons should appear next to the headers; if you click one of them, a drop down box will appear which lists the categories in the column selected. You can click on the checkboxes to remove categories from the spreadsheet. Figure 11 shows a screenshot of the filter in the gender column.
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Figure 11: Filtering Window on a column
On removing a checkbox and clicking “OK”, the spreadsheet’s display will adjust to only display the categories selected (don’t worry, the removed information will still exist within the spreadsheet). If you wish to keep this filtered information separate, you can select the filtered information and paste it within a new sheet. This will be helpful if you wish to create charts or calculations on only the filtered information. Figure 11 shows a screenshot with only the Male gender selected.
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Figure 11: Filtered Information
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A - i | Age:Agesto7-National identity : Al categories: National identity - Sex : Males - Unit : Persons - Welsh; ability to speak : Can speak Welsh v
A 5 c o 3 Fol-
1 Wales _Isle of Anglesey Gwynedd Conwy Denbighshi
2 |Age : Age 3 and over - National identity : All categories: National identity - Sex : Males - Unit : Persons - Welsh; ability to speak : Can speak Welsh 261716 18430 37256 14382 1
3 |Age: Age 3t04- National identity : All categories: National identity - Sex : Males - Unit : Persons - Welsh; ability to speak : Can speak Welsh 7889 07 %63 353
4 [Age: Age 5to 7- National identity : Al categories: National identity - Sex : Males - Unit : Persons - Welsh; ability to speak : Can speak Welsh ] 1s152 821 w2 77
5 |Age :Age 8109 - National identity : All categories: National identity - Sex : Males - Unit : Persons - Welsh; ability to speak : Can speak Welsh 12504 560 1164 535
6 |Age : Age 10 t0 14 - National identity : All categories: National identity - Sex : Males - Unit : Persons - Welsh; ability to speak : Can speak Welsh 36006 1514 318 1546
7 |Age : Age 15 - National identity : All categories: National identity - Sex : Males - Unit : Persons - Welsh; ability to speak : Can speak Welsh 6871 295 610 305
8 |Age : Age 16 t0 17 - National identity : +Males - Unit : Persons - Welsh; ability to speak : Can speak Welsh 11413 658 1213 530
9 |Age : Age 18 t0 19 - National identity : +Males - Unit : Persons - Welsh; ability to speak : Can speak Welsh 8196 47 1137 361
10 | Age : Age 20 t0 24 - National identity : +Males - Unit : Persons - Welsh; ability to speak : Can speak Welsh 17472 1249 2502 819
11| Age : Age 25 t0 29 - National identity : +Males - Unit : Persons - Welsh; ability to speak : Can speak Welsh 14204 106 281 744
12 |Age : Age 30 t0 34 - National identity : +Males - Unit : Persons - Welsh; ability to speak : Can speak Welsh 12276 1065 2137 752 4
13 | Age : Age 35 t0 39 - National identity : +Males - Unit : Persons - Welsh; ability to speak : Can speak Welsh 12277 2 209 793
14| Age : Age 40 t0 44 - National identity : +Males - Unit : Persons - Welsh; ability to speak : Can speak Welsh 13385 17 2579 860
15 | Age : Age 45 t0 49 - National identity : +Males - Unit : Persons - Welsh; ability to speak : Can speak Welsh 13384 17 2587 83
16 | Age : Age 50 t0 54 - National identity : +Males - Unit : Persons - Welsh; ability to speak : Can speak Welsh 12555 197 231 790
17 |Age : Age 55 t0 59 - National identity : +Males - Unit : Persons - Welsh; ability to speak : Can speak Welsh 11919 16 2128 703
18 | Age : Age 60 t0 64 - National identity : +Males - Unit : Persons - Welsh; ability to speak : Can speak Welsh 13384 1220 235 ssa 5
19 Age : Age 65 t0 69 - National identity : +Males - Unit : Persons - Welsh; ability to speak : Can speak Welsh 11895 1018 1912 785
20 |Age : Age 70to 74 National identity : +Males - Unit : Persons - Welsh; ability to speak : Can speak Welsh 9776 898 1561 647
21 |Age : Age 75 t0 79 - National identity : +Males - Unit : Persons - Welsh; ability to speak : Can speak Welsh 7895 631 1249 604
22 |Age : Age 80t0 84 - National identity : All categories: National identity - Sex : Males - Unit : Persons - Welsh; ability to speak : Can speak Welsh 5750 a3 856 aa8
23 |Age : Age 85 and over - National identity : All categories: National identity - Sex : Males - Unit : Persons - Welsh; ability to speak : Can speak Welsh 433 N 542 308
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