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Programmatic Objectives

" Use results
. to help in
|dentify decision
patterns making
and general
.Access and descriptions
over time

manage
your data
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Program/Data Questions

How is the data
important for
planning purposes?

What questions can e What
?
the data answer- o Why

What is the data
telling you?
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Descriptives

Total Count
Maximum Value

Minimum Value

Middle Value (Median)

Most Frequent
Value (Mode)

Average
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Example

Basic or Descriptive Statistic

A
B
C
D
E
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16
15
15
14
12

Total Count =5

Maximum Value = 16

Minimum Value = 12

Middle Value =15

Most Frequent Value =15

Average = 14.5

Percent = part/whole * 100
1/5*100 = 20%
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Sub-Populations of Interest

Sex/Gender

Geographic
Location

Sub
Populations

Race/
Ethnicity

Need Level
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Technical Objectives

Save Ad Hoc reports in Excel

Use Pivot Tables to work with
data

Create Pie Charts, Bar Graphs,
and Line Graphs

Explore Formatting options
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The demonstration is based on

September 7, 2016

following

TechShare.Juvenile and JCMS.Basic

Home Search Juvenile
My JCMS Home Page » Ad-Hoc Reports » Ad-Hoc Report »
Report: Program for Excel training
Run | CSV | Copy | Delete

Summary
Type of information: Program
Repeort Title: Program for Excel training

JCMS report

Super User, System (ANDERSON COUNTY JUVENILE PRC

Criteria Fields
Add Selection Criteria For Field: | v
Field Criteria
Edit | Delete | Program End Date (convert{datetime, convert{varchar, program.EndDate, 101)) between "09/01/2016" and "08/31/
(1]

Print Fields
{ Fdit ]

Field Sort
Juvenile Full Name Asc
Juvenile PID

Referral Number

Program Name

Program Component

Program Component Outcome
Offense DOI

Offense Level/Degree
Juvenile Age

Juvenile Ethnicity

Juvenile Race

Juvenile Primary Address Zip Code
Program Begin Date

Program End Date

Program Days

Program Outcome
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Ad Hoc Report Transition

Report: Program for Excel training

Details
Export to C3Y Print

1

&) b -

Home Insert Pz

=" § Calibri |11

E | =

At the top of the JCMS report, there
should be “Export to CSV”. Click on this

phrase.
* |t will create a CSV file that looks like an
Excel file.
* You may want to save it as an Excel file.
e Todoso:

Seve astype ’Excel Workbook (")

September 7, 2016
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Click on file (upper left hand)

In the pop up window that opens,
click “Save As”

Then in the window that opens
click on the drop down menu for
“Save As Type” and pick the Excel
you want to save it as.
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* You should get something that looks like this:

o

-]

C

D E F G

Report: Program for Excel training
Report Date: 11/06/2017 11:36

P Q

Juvenile Fluvenile F Referral N Program k Program C Program C Offense D Offense LiJuvenile 2 Juvenile EJuvenile FJuvenile F Program E Program E Program L Program Outcome

Book, Rita
Book, Rita
Booker, Lz
Bravo, Joh
Bravo, loh
Garcia, Jos
Garcia, Jos
Garcia, Jos
Gonzalez,
Henson, &
Henson, &
Kantor, Ke
Tester, Est
Tester, Ru
Tester, Ru
Testing, Jc
Testing, Jc

T A e L]

e

10000253
10000253
10000258
10000260
10000260
10000259
10000259
10000259
10000261
10000223
10000223
10000230
10000256
10000251
10000251
10000257
10000257

Total Juveniles: 17
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10000302
10000302
10000307
10000309
10000309
10000308
10000308
10000316
10000310
10000268
10000268
10000289
10000305
10000300
10000300
10000306
10000306

A Mew Vis Life Skills Transferre Primary MA
Avalon Individual & Family Cow Consolida MaA
Avalon Individual & Family Cou Primary F2
Avalon Individual & Family Cow Primary F2
Avalon Social Service - Probatic Primary  F2
Animal Ac Animal/Ec Complete Primary F2
Animal Ac Cognitive Complete Primary F2
Avalon Individual & Family Cow Primary MB
Avalon Individual & Family Cov Primary F2
Avalon Individual & Family Cow Primary F1
Avalon Social Service - Probatic Consolida F3
A Mew Vis Life Skills Failure to Primary FS
Avalon Individual & Family Cow Primary F2
A New Vic Life Skills Complete Primary MA
A Mew Vis Mentoring Failure to Primary MA
A New Vic Life Skills Complete Primary F2
A New Wiz Mentoring Complete Primary F2

Unigue Juveniles: 10

* |t will make things easier if you delete the rows
that have Report and Total in them

15
15
15
16
16
14
14
14
16
17
17
17
13
14
14
13
13

MNon-Hispe Asian or P
MNon-Hisp: Asian or P
Mon-Hisp: White
MNon-Hispe Asian or P
Mon-Hisp: Asian or P
Hispanic White
Hispanic White
Hispanic White
Hispanic White
Mon-Hisp: Black
MNon-Hisp: Black
Mon-Hisp: White
Mon-Hisp: Black
MNon-Hisp: Black
Mon-Hisp: Black
Mon-Hispe American
MNon-Hisp: American
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7B666
7B666
7B6OO
FOTI0
7770
78572
78372
7B572
78341
FFTEE
F7788
79015
FIIIT
FIIIT
FIIIT
7BTSE
7B758

1/3/2017
HEEREE
3/2/2017
R
A4/3/2017
3/9/2017
3/9/2017
6/5/2017
2/2/2017
9/6/2016
9/6/2016
S
3/9/2017
3/8/2017
3/8/2017
3/9/2017
3/9/2017

S
Refiscicscioscid
S
6/7/2017
8/7/2017
8/1/2017
8/1/2017
EREEES
S
S
EREEES
3/1/2017
6/1/2017
8/1/2017
8/1/2017
7/7/2017
77 2017

56

49
120
141
126
145
145

73
160
115
115
137

34
146
146
120
120

Transferred out of |
Transferred cut of J
Failure to Comply
Failure to Comply
Completed
Completed
Completed
Supervision Ended
Completed
Supervision Ended
Supervision Ended
Failure to Comply
Completed
Completed
Completed
Completed
Completed
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IF Formula

 (Click on the column after Juvenile

12 X W f =IF{12="Hispanic")2,K2) Race. Then click on == =< [ [

Insert Delete Format

in the top right. =SS
* |nsert Sheet Columns.
 Type in RacEth in the top cell.
[y — -2 [ |

. * Inthe next cell down, type = and

o e e e then click on the fx above column
Value_if false | k2] = “Asian or Pacific Islander” C or D.

A B C D E F G H

= “Asian or Pacific Islander”
Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.

. .
Value_if_false isthe value that is returned if Logical_test is FALSE. If omitted, FALSE o A I I T If t
is returned. O u WI O e n . e I n a
Formula result = Asian or Pacific Islander the top'

ononmanten S — « Type in the following, or you can
type it in the task bar next to fx.
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Pivot Table Insert Instructions

It is usually a good idea to start with a Pivot
Table.

Click on Insert (upper left hand corner).
Pivot Table is the farthest left item under Insert.
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How to Find a Pivot Table

Page Layout ormulas
=5 e e [

PivotTable Recrommende Pictures inlne Shapes Smartfrt Screenshot a by Add-ins — Bing

PivotTable Pictures = = Maps

Tables Hlustrations Add-ins
vy - o Juvenile PID

A =] Z (D] E F L=

1 Report: Juveniles under 18 with Gang Invoalvement
= Report Date: 12/19/2016 03:57
ES T
4 Puvenile PID_IJuvenile Full Name Juvenile Age Juvenile Gender Juwvenile Gang Involvement
s 10000256 Tester, Bob 16 mMale Former Gang Member
o 10000259 Aaron, Hotchmer 15 Mlale Former Gang Member
7 10000262 Diggler, Dirk 11 male Former Gang Member
8 10000217 Tester, Amanda 16 Female Gang Member
9 10000220 Compact, Isabelle 18 Female Gang Member
10 10000227 Tester, Chance 18 Mlale Gang Member
11 1000263 Fenske, Landomn 12 male Gang Member
1z 10000268 Kee, Albert 142 mMale Gang Member
1= 10000247 Midland, Runaway from TUD 16 Male Hard Core/Professional Gang Member
14 10000248 MMidland, Bench Warranmt 17 Mlale Hard Core/Professional Gang Member
15 10000250 WILBARGER, NICOLE 15 Femala Hard Core/Professional Gang Member
1s 1000265 Bush, Harry 16 Female Hard Core/Professional Gang Member
17 10000266 Allen, Frank 15 male Hard Core/Professional Gang Member
1is 10000264 Kid, Fake 12 mlale Hard Core/Professional Gang Member
19 10000273 Stark, Tonmy 16 Male Hard Core/Professional Gang Member
20 10000218 Tester, Lacey 16 Female MNo
21 10000221 TEST, JAMES 18 Mmale MNo
22 10000223 Henson, Ashley 16 Female MNo
23 10000224 Lopez, Lauren 16 Female No
24 10000226 Tester, Promise 18 Female MNo
25 10000229 Galindo, George 17 male MNo
26 Doe, John 15 mMale MNo
27 10000230 Kantor, Kelsey 16 Female MNo
28 10000232 Moore, Joshua 12 mlale MNo
29 10000233 White, Alexis 12 Female No
20 10002324 MMartin, Joseph 11 male MNo
=1 10000235 White, Andrew 12 mlale MNo
32 10000236 Jlames, lessica 12 Femalea No
33 10000237 Thomas, Sarah 12 Female MNo
34 10000238 Harris, Samantha 12 Female MNo
25 10000239 Mouse, Mickey 11 mlale MNo
36 A1OO000240 Johnsomn, Emily 12 Female MNo
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Pivot Table Insert Instructions part Il

-

Create PivotTable

 When you click on Pivot Table,

Choose the data that you want to analyze
@ Select atable or range
Table/Range: | AdHocReport!5451:5P58|

(71 Use an external data source

Connection name:
Use this workbook's Data Model
Choose where you want the PivotTable report to be placed
@ Mew Worksheet
() Existing Warksheet
Location:
Choose whether you want to analyze multiple tables

|:| Add this data to the Data Model

there should be a moving green

fence around your data and a pop

.2 up screen that looks like this
appear.

* If you have deleted the Report

and Total lines, then all you have
to do is click OK.

Cancel

September 7, 2016
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Building a Pivot Table part |

FPivotTable Fields

Choose fields to add
to report:

Se=arch o ]

Jurnwenile PIC

Referral MNurmber
Juwernile Full MNarme
Program Mame

Program Component
Program Component Ch..
Offense DOI

Offense Level/ Degres
Juwenile Suage

Juwenile Ethnicity
Juwenile Race

Juwenile Prirmarny Address...
Program Begin Date
Prograrm End Date
Prograrm Days

Prograrm COutcorme

PMORE TABLES...

September 7, 2016

—

Drag fields betwesen arsas
bBeloww:

FILTERS

COLURMNS

ROWWS

= WALUES

Drefer Layowu...

Clicking okay will make half of
your screen look like this.

Click on the box next to the
variable you are interested in.

The variable should appear under
rows. If the value of the variable

is @ number it might go under

“ VALUES " You can drag it back to

Rows.

You also want to drag something
into = vaLues .

Texas Juvenile Justice Department 16




Building a Pivot Table part I

* |If you drag something with a text
value into = vawues, you will get a
count of how many things are in
the categories in the row box.

* |tis often very useful to put the
same thing in twice in the = vaives

Row Labels + | Count of Referral Numher_l

American Indian or Alaskan Mative 2

Asian or Pacific Islander 4 bOX.

z'ijg;mc > * If you do this, one column can be
White 5 the number and the other the
(blank) percent.

Grand Total v * If you right click on the duplicate

column, you will see an option for
Show Values As. Pick % Column
Total to get the percentage.

September 7, 2016 Texas Juvenile Justice Department 17



From Pivot to Regular Table

* Sometimes it is hard to edit pivot
tables, so | recommend copying
the table and pasting values (the

Row Labels -T Count of Referral Number Count of Referral Number2 icon Wi“ have 123 in it).
American Indian or Alaskan Native 2 11.76%
= X waxl * Youdo lose the format.
Hispanic 4 23.53%
White 2 11.76% * | would change Row Labels to
Grand Total 17 100.00% .

RacEth, Count of Juvenile Full
Row Labels Count of Referral Number Count of Referral Number2
American Indian or Alaskan Native 2 0.117647059 Name to Number and Count Of
Asian or Pacific Islander 4 0.235254118 .
Black s 0.254117647 Juvenile Full Name2 to Percent.
Hispanic 4 0.235294118
White _ 2 0117647059 * | would highlight the numbers

under Percent, and goto -
and click on %. $ - % o @
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Formatting a Table

pace g ctmiety ______[omoer[percent e At this point you should think about
Asian or Pacific Islander 4 24% hOW you wa nt your table to |00k'
Black 5 29%)
Hrpane T with consideration for how other
Crang Tot oL tables produced by your agency

Race and Ethnicity Number  Percent |00k' Some ConSiderationS:
American Indian or Alaskan Native 2 12%
A:ia:orpacificlslander 4 243 —_ DO you wWa nt ||nes arou nd the
Blacl 5 20
Hispanic s table to distinguish it?
White 2 12%
e — — Do you want lines in the table?
America:la:zi::ifmzisf::i Native Numbez Percenltz% - Are there COIorS your agency
:ISE::: or Pacific Islander : i:i tends to use?
Hispanic 4 24% .
White 2 — Do you need to focus attention
Grand Total 17 100%

on a particular row or column?
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Where is Formatting in Excel?

m =l

Calb B A‘ A' EEE ,?/h %WprTEXt (eneral v |__‘).“ Normal Bad Good Neutral J . SED: E)‘ @

S % hopr === e Merge&[enter 3 $, %y &1 H Condttional Furmatas@ Explanatory .. Linked Ce Note - Insert Delete Format

B Fommatting = Table~
Font h Alignment i Number i Styles Ceht

 Most formatting options are under Font or
Cells Format.

* Before clicking on either of these, highlight
the cells that you want to format.
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Charts

* |If you recall how you inserted a Pivot Table,
you can go to the same place, but a little to
the right and find charts to insert.

S ) 2 = i-lE-M s
MR E D) B e b B e
PivotTable Rec.nmmended Table | Pictures inine Shapes SmartArt Screenshot ﬂM}rﬁkdd-ins . Bing People Recommended ,, e >k,, PivatChart
PivotTables Pictures - v Maps Graph Charts i : v
Tables Tlustrations Add-ins Charts

* | recommend that if you are making a chart
from a table to just highlight the name of the
values and the numbers. Don’t highlight the

total.
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Build a Pie Chart

* If you highlight RacEth and the

- names of the zip codes, and click

Race and Ethnicity Number |Percent Number >

American Indian or Alaskan Native 2 12%) d h = 1 I |
Asian or Pacific Islander 4 Pl ,-" O n u n e r C a rtS Cha /7 yo u WI
Black 5 20%| . . .

e T " Y get something like this.

White 2 12%

Grand Total 17 100% )

 There are a lot of ways to edit a
pie chart.

' American Indian or Alaskan Native w Asian or Pacificlslander

- * |fyou click on the pie chart, you

| will see two new tabs appear at
the top of your spreadsheet (or
four if you are using an older
version of Excel). You want to
look at the design tab.
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Forrmat Data Labels
Label Optioms ™ Text Options

<> v 1= il

- Lakbel Oypritioams
Label Contains

Walue From Cells

Categorny MNarme
= Walue
Percentage
=~ Show Leader Lines
Legend key
Separator
Beset Label Text
Label Position
Center
Inside End

Cutside End
= Best Fit

= NMumiber

September 7, 2016

* Probably the most important
thing is add a chart element.

File Home Insert Page Layout Formulas Data Review View Design I

®
i @ | B & O
Add Chart Quick  Change 7 ' 47 _
Element = Layout ~  Colors ~

* For pie charts, the most
important data element to add is
the data label, which opens up a
split screen that looks like this.
Here you can chose what data
labels to display and where they
will show up.
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Clicking on the Chart

e Left clicking on the chart, the title,

Format Data Labels v X the labels, or the legend opens up
Label Options ¥ Text Options some formatting options.
CIERN -y e =, gives you options about the
4 colors of what you clicked on.
® Nofil . Q gives you options for things
o like shadows, 3-D, or other special
Eicture or texture fill EffECtS.

Pattern fill

* m changes the size and alignment
of any text.

Automatic

I: Border
* gl lets you change the positioning

or what is displayed.
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Multiple Column Tables

* |f you drag variables into the row and column

boxes, you can make more sophisticated
tables.

* For example, if you put program names in
rows and program outcomes in columns, you
get something like this:

Count of Juvenile Full Name Column Labels |

Row Labels - | Completed Failure to Comply Supervision Ended Transferred out of Jurisdiction Grand Total
A Mew Vision Teen Center 4 1 1 b
Animal Action Program 2 2
Avalon Individual & Family Counseling 2 2 2 1 7
Avalon Social Service - Probation 1 2
Grand Total 9 3 3 2 17
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Percentages in Multiple Column

Tables part |

* |If you want percentages in this type of table, you have two options:

* 1) Make a separate table (copy and paste, but you don’t have to
paste values).

* You will need to decide if the percentage change across columns
(what % of A New Vision completed vs. failed), rows (what % of
completers were in A New Vision), or total (what % of program slots
were A New Vision).

* | recommend including a sentence or note directing the reader’s
attention to which % you are using (a little subtlety is good: As seen
in Exhibit X-1, 2/3rds of A New Vision attendees completed the
program).

* Right click on one of the numbers and go to Show Values As. Click
the type of percentage you want to use.

* If you just want to show the percentages table, it is often helpful to
indicate the total number of cases.
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Percentages in Multiple Column

Tables part |

e 2) Drag the variable in the sum box in a
second time.

* Right click on one of the numbers and go to
Show Values As. Click the type of percentage
you want to use.

* This will look pretty ungainly in the pivot
table, so copying and pasting values is a good
idea.
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Before and After

Column Labels M

Completed Failure to Comply Supervision Ended
Row Labels E{:ountofjuvenile Full Name Count of Juvenile Full Name2 Count of Juvenile Full Name Count of Juvenile Full Name2 Count of Juvenile Full Name Count of Juvenile Full Name2
A New Vision Teen Center 4 M5 1 3.33% 0.00%
Animal Action Program 2 0.20% 0.00% 0.00%
Avelon Individual & Family Counseling 2 1% 2 66.67% 2 66.67%
Avalon Social Service - Probation 1 11.11% 0.00% 1 33.3%%
Grand Total L] 100.00% 3 100.00% 3 100.00%

* Highlight completed and the cell next to it.
* Click on Merge and Center toward the middle

B2, - == Wrap Text

_= == MMerge 8 Center ~

of the top bar. :

Transferred out of
Completed Failure to Comply | Supervision Ended Jurisdiction Total
Row Labels MNumber [Percent |[Mumber |Percent |Mumber |Percent |MNMumber |[Percent [Mumber |[Percent
A New Vision Teen Center 4 A58 1 33% 0% 1 50% 5] 35%
Animal Action Program 2 22% 0% 0% 0% 2 12%
Avalon Individual & Family Counseling 2 22% 2 67% 2 67% 1 50% 7 A1%
Avalon Social Service - Probation 1 11% 0% 1 33% 0% 2 12%
Grand Total 9 100% 3 100% 3 100% 2 100% 17 100%
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Column Chart

I Court of JverileFull Name Column Laels d GOl ng baCk tO th e pe rce nta ge‘

| Programs Completed~ Felureto Comply Supenison Ended Transfered outofursdeton and Total

A New Vision Teen Center 4 1 1 b |€SS table, we Can IOOk at d

! Animal Acton Pragiam 1 ! . L

 (Avalon ndivicua & Family Counseling 1 1 1 1 ] more SO p h I St I Cate d C h d rt .

Wvlon SctalService - Probation 1 1 1 . . .

T ; ; ; ER. * nghllght as shown on the side:
o it * Click on Insert Charts just a little

to the right of Insert Pivot
tables. Pick the column chart

" I . g (upper left corner).
; - |

ha W o L = DA

A Mew Vision Teen Animal Action Avalon Individual & Awvalon Social Service - I ‘-? | ] g I- - |' L B
Center Program Family Counseling Probation f: ,‘,l'}.,u‘- - Illl - I“.,, -
S | | - —
c leted m Failun Co . mS icion Ended = Transt g P — Recommended - R PivotChart
m Completed m Failure to mply upew!slon nde ransferred out of Jurisdiction Charts ', - i - ;J..\ =

Charts =
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Customizing the Column Chart

* When you go into Add Chart Elements in the
Design tab, you will notice a lot more options
available than when you were looking at the pie
chart.

* One | particularly recommend is Data Table. This
shows the values that make up the table. You
should make the exhibit larger when you do this.

 You can also click on the chart elements like with
the pie chart.



Tips

* The undo button gg is your best friend.

* |f you are making a chart or table to show
someone, it never hurts to have a sentence or
note about what the table or chart is supposed to
show.

* Give the table or chart to someone to see if they
can figure out what they are supposed to get
from it, and if they can’t see it, you need to
change it.

* |tis better to practice when you don’t have a
deadline.
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Style Guide

e Speaking of practice.....

 When you are practicing (or making a table or
chart) and you find something that you like, |
recommend writing it down in a document.
Fonts, lines, colors, type of exhibit are all good
things for the guide.

e The more checklist the better.

* When you are in a hurry, the more you can check
off and the less you have to think about, the
faster it will go.

September 7, 2016 Texas Juvenile Justice Department 32



Future Topics

* |n future webinars, we will look more at
functions, including using V lookup to
compare the recidivism rate between
programs, and how to use the IF function to
make tables with one record per youth.

* We will have a survey attached to the webinar,

please fill it out with ideas for other Excel
needs.



Resources

* |tis often helpful to look at other agencies to get
ideas on how your charts and tables should look:

— TJJD at
http://www.tjjd.texas.gov/statistics/researchdetail.asp
X

— Bureau of Justice Statistics at https://www.bjs.gov/

— National Criminal Justice Reference Service at
https://www.ncjrs.gov/App/Topics/Topic.aspx?TopiclD
=122 or
https://www.ncjrs.gov/App/Publications/Alphalist.asp
X
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Contact Us

Glenn Like

Glenn.Like@tjjd.texas.gov
(512) 490-7767

Carolina M. Corpus-Ybarra

Carolina.Corpus-Ybarra@tjjd.texas.gov
(512) 490-7258
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