Using Excel for Data Management

How to use Excel to manage ginormous amount of data
and turn it into information
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Welcome and Introductions

* Ranida Harris
Assistant Professor of Management Information Systems

e Accounting degree (Undergrad & Masters)
PhD in Business (MIS) from Florida State University in 2004

» Current courses taught:
Computer in Business (Excel & Access)
Systems Analysis and Design
Database Management
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About You...

* Who do you work for?
* What are the types of data your company cares

about? Examples?

 How much data that you handle each

week/month (i.e., volume)?

» What are the current resources that you have to
get that information (i.e., software package, IT
personnel)?
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Data vs. Information

Name ID Major
Baker, Kenneth D. 324917628 MGT
Doyle, Joan E. 476193248 MKT
Finkle, Clive R. 548429344 PRM
Lewis, John C. 551742186 MGT
McFerran, Debra R. 409723145 IS
Sisneros, Michael 392416582 ACCT

GPA
2.9
3.4
2.8
3.7
2.9
3.3

Total Number of Students = 6

Average GPA

% of students in each major

Etc.

ACCT
(25%)

Percent Enroliment by Major (200X)
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Data Management Using Excel

How many rows & columns in Excel?
2003: 65,536 rows x 256 columns (A to IV) = 16,777,216 cells

2007: 1,048,576 rows x 16,384 columns (A to XFD)
=17,179,869,184 cells

Excel tools for data management
* Filtering Data

» Excel Table

* PivotTable & Pivot Chart

» Subtotals

APICS Falls Cities Chapter — Professional Development Meeting May 27, 2010

Getting Started

* Log in to your computer (IU conference account)
» Download the data file

* http://sites.google.com/site/apics0527
« Save and open the data file

« 3 worksheets
» Sales
* Employee List
* Invoice — Self-practice

5/27/2010



APICS Falls Cities Chapter — Professional Development Meeting

May 27, 2010

Filtering Data

o AutoFilter

Sales worksheet

Examples

Click inside the data area
Data tab - Sort & Filter group - Filter

Formulas Review Wi
A|Z f \ T'I
Z|A - —EE
sort || Filter ', Text to

2 Advanced || ¢

olumns
Sort & Filter

* Memphis Sales In December
» 2007 Sales exceed $4.5 mil.
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Excel Table

e aka “List”

pNHE C-QEE) -

—J/ Home Insert I Page Layout Farmulas
o= ER ) § ]
M‘j JE P B

PivotTablq Table Picture Clip Shapes Smartart  ©

Art
Tables lllustrations

« Manage and analyze the data in that table
independently of data outside the table

» Sales worksheet

* Click inside the data area

* Inserttab > Tables group - Table
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PivotTable
« Summarize, analyze, Y2 T

—Jj Home l Insert I Page Layout
explore, and present o | 53 [
a summary data e ) g L

PivotTable] Table Picture Clip Shapes

- Art -
j i PivotTable L Nlustrations
» Sales worksheet Jitz o |- G =

* Click inside the data area
* Insert tab - Tables group - PivotTable
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Classic PivotTable Layout (Excel 2003)
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Pivot Chart

» Create interactive Pivot Chart using data from
Pivot Table to help with comparisons and
visualizing patterns, and trends

» Click inside a PivotTable (data source)

Page Layout Formulas Data Review View Add-Ins Optic

o) HE [ 22 [l Ak @@ Z g 2 0

Picture Clip Shapes Smartart | Column Line Pie Bar Area  Scatter Other

Art - - - - - - - Charts -
Illustrations Charts I
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l Data l Review View Add-Ins

=1 = e |2 Datavalidation = < Group -

—® =
o REapp @ _onsolidate ~ ngroup ~
R S==R Consolidat 4 Ungroup
Subtotals . Tedto Remove . |G
__!")Ad\ranced Columns Duplicates E5p What-If Analysis = gu Subtotal
Iter Drata Tools Ciutline

» Automatically calculate subtotals and grand
totals in a list for a column

» Do not work with Excel Table
» Data must be properly sorted

» EmployeelList worksheet
 Click inside the data area
« Data tab - Outline group - Subtotals

il
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Questions?

Ranida Harris
rbharris@ius.edu
(812) 941-2324
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Reference: Filtering Data

Office 2003 Office 2007
| Data | Window _Help Formulas Review Wi

4l Sort. I @ EEAHE\

[ Eher v AutoFifter Az Lf7 A Clea T_'I
Subtotals... Shaw A ZA r S E=H
Validation... Advanced Filter... Sort Filter |., B Text to
Table.. 7 Advanced | columns

Textto Columns... Sort & Filter
[i5] PivotTable and PivotChart Report...

Import External Data s
List »
XML 3
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Reference: Excel Table

Office 2003 (Excel List) Office 2007

Data | Window  Help .n\"'. tﬂ_ £ BRER=RE

A g ol

21 sort.. L @ jAm@ - Home Page layout
FEilter »
Subtotals... | K j_. :—‘j | 2@ I_T‘JJ
Validation... J i FAE] 1
Table... PivotTable | Table Picture Clip Shapes

- Art -

Text to Columns...

51| BrvatTable and PrvotChart Report.. Tables Illustrations
Import External Data 3
[ e v CreateList.. CtrisL
XML v
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Reference: PivotTable & PivotChart

Office 2003 Office 2007

Data | Window Help
Filter » Home | Insert I Page Layout

Subtotals... EE =)
k) B8 @

Picture Clip Shapes

-

Validation...

Table...
Text to Columns...

[ PivotTable and PivotChart Report... i3 PivotTable fliilstiations
Import External Data » - E =
st . ii% PivotChart - Ix
— -

EML v A B &
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Reference: Subtotals

Office 2003
[Data | Windew Help

41 sort..
FEilter

Subtotals...

Validation...

Table...
Textto Columns...

Import External Data
List
EML

i3 PivotTable and PivotChart Report...

Office 2007
Review Wiew Add-Ins

= ;_ %4@ =4| Data Validation -
S== i Consolidate

Textto  Remove ,
7 sdvanced || Columns Duplicates = WhatTf Analysis =

Iter Data Tools

L Reapply

= Group ¥
~A Ungroup -
Subtotal

Cutline

')

=l
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