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Executive Summary
Table of Content
1.0 – Introduction
Provide an introduction to the purpose of the report  
Introduce the software being used.
2.0 – Main Findings
2.1 Microsoft Excel 
Discuss what it is, what it’s used for – discuss the positive and limitations of using the software.
2.1.1 – Pre-processing Data
Give a discussion of what it means to pre-process data in a spreadsheet.
Benefits / limitations of the feature.
Provide a screen shot that you have added a filter – 
[image: ]
So that you can look specifically at one year at a time.
Also, you can use the find and replace to correct spelling errors.
2.1.2 – Analysing Data
You could use the profit column to work out:
Sum = total profit for each year.
Average – average profit each year.
You will screen shots and an explanation of what you did – use the auto sum function to do this.
[image: ]
 If Function - checks whether a condition is met, and returns one value if TRUE, and another if FALSE. The IF function was used to quickly determine whether or not a sale made a profit or loss.
So keep using the same profit information:
By clicking on Formulas – Inset Function – If – OK – True Value is Profit  / False Value is Loss.
Logical test – is the cell value where you will find this information.
[image: ]
V-Look up - looks up a value from a table and returns with a value corresponding to a set column,
You can access the V -look up in the same way as the If Statement.
Pivot Table - allow users to extract necessary data from large data sets. This allows data to be analysed quickly to improve the speed of business decisions. Pivot tables can be adjusted depending on what the user requires.
Use the Pivot Table Recommended Tables:
[image: ] 
You can then select the data you want to include and narrow down: 
[image: ../../../../../../Users/Kieran/Desktop/Screen%20Shot%202017-]
Charts and graphs – can be created using the recommended charts.
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Value if true

»

Value if false

»

Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.

logical
any

any

Logicaltest is any value or expression that can be evaluated to TRUE or FALSE.

Formula result =
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o OrderDate Sales  ShipMode Shipping Cost__ product Container
2 00013 25413 Royal MailFirst Class 652 Small 30x

3 0you013 11931 Royal Mailirst Class 1399 Medium Box Product Container  umboBox  [T|
4 01/01/2013 16177 Royal Ml Second Class 547 Small 30x.

5 0You/2013 44708 Royal Mail Second Class 866 Medium Box Row tabels =] sum ofshipping Cost

6| 01012013 415288 Royal Mail Second Class £7.85 Jumbo Drum Nextday courrer 530153
7 002013 7025 Royal Mail Second Class 533 Small 30x. Royal Mal First Class 510
5| 02/01/2013  756.7295 Same day courier 481 - Royal MailSecond Class 520908
5 02/01/2013 367696 Same day courier 1999 small sox Same day courrer 5575
10 02/01/2013 7402 Royal MallSecond Cass 501 small 30x Grand Total 268253
11 02/01/2013  1288.7785 Royal MailSecond Cass 19.99 smal Box

12| 02/01/2013 1110375 Same day courrer 95 Jumbo Drum

13| 03/01/2013 29448 Royal Mail First Class 362 smal Pack

14| 03/01/2013  1767.88 Royal MallSecond Cass 13.66 small Box

15| 03/01/2013  277.42 Royal Mail Second Class 199 Smal Pack




