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01. Course Objectives

01. Course Objectives

A Define Data cleaning
A Stepsto validate and clean data
- Explain concatenated functions, logical values/operators & formulas

- Introduce AND or NOT functions (AND function, IF with AND function, OR NOT function, complex nested function cells, ignoring
numbers in calculations)

- Explain lookup functions (VLOOKUP and INDEX- MATCH)
A Using Excel Power Query to prepare data

- Describe the steps to use to power query features

- Explain the Pivot tables for data preparation
A How to measure data quality

- Find patterns and trends

- Find data outliers and how to handle it

- How statistics can help

A Analyzing data using Excel
- Create charts & graphs
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Data Management

A ltisthe practice of collecting, keeping, and using data securely, efficiently, and cost-effectively
A The goal is to optimize the use of data so that you help people make decisions and take actions that

maximize the benefits to everyone
A Why data management is important ?

- Achieve goals and objectives

- Make correct decisions

- Innovate, Improve and Enhance...
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Data Management Cycle

1. Design Log-frame or Matrix(“Collect first, analyze later X”)
2. DataCollection

3. Data Cleaning

4. Data Preparation

5. Data Visualization (Excel)
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Data Cleaning

A

It is the process of ensuring datais
correct, consistent and usable.
You can clean data by identifying
errors or corruptions, correcting
or deleting them, or manually
processing data as needed to
prevent the same errors from
occurring.

Most aspects of data cleaning can
be done through the use of
software tools, but a portion of it
must be done manually. Although
this can make data cleaning an
overwhelming task, itis an
essential part of managing
company data.

Check Inconsistent
Data

Check Quality

Check Missing Data
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Missing Data

A If you find missing data, check with data provider and ask for compete dataset
A Shall I predict it ?

A Imputation using the mean or median
A Imputation using “most frequent” or zero values especially with categorical type of data

A Eliminate the records that has missing data - sometimes hard ?
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Inconsistent Data

Date Format:

A Use Format cell and convert it to the right template and filter issues in wrong dates
A Addavalidationrule on the columnin the excel template

Number, same thing to add a validate rule on the format or you use format cell

Drop down lists

A Fixes mis-spelling issues

Duplicates

A You can highlight all duplicates using excel by defining your criteria
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Quality Check

Meta data quality check list:
A Average duration of survey - To figure out if its fake or not
GPS points - you can use KOBO Mapping if possible
Find data outliers or patterns/trends:

A Method 1: Calculate Max and Min values
Method 2: Find Outliers in your data
A Try to use the box and whiskers chart to check the variance in your data and show outliers in the data:
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How to use Excel to clean data

Find data outliers or patterns/trends:

A Method 3: Find trends and patterns:

A Trends: The general tendency of a set of data to change (Up or down).

A You can use Mean or Median

A Patterns: It is set of data that repeats itself in a predictable way.
A You can use frequencies of the answers as shown in the right graph

Median SAT Participation Increased from 2017 to 2019
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Data Cleaning and Verification Log

A Create a change log within your workbook, where you will store all information related to modified
fields

A This will serve as an audit trail showing any modifications, and will allow a roll back to the original
value if required

A Within the change log, store the following fields:

A Table(if multiple tables are implemented)
Column, Row

Date changed

Changed by

Old value

New value

o Io o Do o Do

Comments
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Introduction to MS Excel

Conditional Formatting

Formulas

Arithmetic Operators

Relative Cell Referencing Vs. Absolute Cell Referencing
Common Functions

Text Functions

Advanced Functions

Pivot table

Power Query

Charts & Graphs

To Do Po Bo Po Bo o Do Do I
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Conditional Formatting

Conditional formatting lets you format cells based on their value using conditions
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Formulas

A Formulas are equations that perform calculations on values in your worksheet.
A A formula starts with an equal sign (=).
A Formulas contain two types of components:
-Operators: Operations to be performed
Arithmetic operators: */+ -/
Relational operators: >, <, <=, >=,<>,=
-Operands: Values to be operated on

Add/t/on

—BZ+§T’




Data Management

Arithmetic Operators

T operstor | Pupose | Example

+ Addition A1+B1
- Subtraction A1-BT
* Multiplication AT*BT
/ Division A1/B1
A Exponentiation A3

% Percentage A1%
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Relative Cell Referencing Vs. Absolute Cell Referencing

A By default, all cell references are relative references. When copied across multiple cells, they change
based on the relative position of rows and columns. For example, if you copy the formula =A2*B2 from
row 2 torow 6, the formula will become =A6*B6

A Relative references are especially convenient whenever you need to repeat the same _

A references
A use to arow : is
the of




