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(Goals

To be able to gather and organize information in
Excel

To be able to perform basic analysis of data in
Excel

Tembe able to effectively present information in
charts



Why Use Excel

Most computers have Microsoft Office

Excel is capable of managing a relatively large
amount of information which should be suitable
for most departments

Itas,fairly easy to perform basic analysis using
Excel



Managing Information

o Extract from Caseworker
o Entering by hand




Extracting from Caseworker

Create Output File

Sneak-a-Peek results saved to a text file can be
pulled into an Excel table.

Run a Sneak-a-Peek report.

At the Results Screen, select Create Output File. This will
open the Save As box.

Name the file, and save 1t as a txt file. The default 1s to
save the file on the Local Disk (C:)

OpenMicrosoft Excel.
Glick File. Click Open.
Open the .txt file. When looking for the txt file, make sure
toinclude All Files in the Files of Type box.
The Text Import Wizard will open.
Ensure that Delimited 1s checked and click Next




Extracting from Caseworker

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that vour data is Delimited,
If thiz is correct, choose Mext, or choose the daka type Ehat best describes wour daka,

Original daka bvpe
Choose the File type that best describes wour daka:

(+ Delimited: - Characters such as cormas or tabs separate each Field.
(" Fixed width - Fields are aligned in colurnns with spaces bebween each Field,
Skart impark ak row: |1 El: File origin: 437 : OEM United States -

Prewiew af File Ci\current supervisions, bxk,

|l ["Nam= (PID Nunber) ", "Supwlype","SupvDateIn" , "SupwEstOut" | " Supwl -
| "ALEXAMNDER, PAY (170" "PROE" "Z S 1l07Z0023" “"zZ/51l075z0059" "TST"

|2 "ASHFOPRD», TREWOR (157" "PROE", "&/S30,Z008" "&s/S302008" "GRAC"

|4 "ERADY, PETEER (147)" "PROB" , "&S11/z003" "& 10,2009 "ACON"

|5 "EROWM, ANDERELZ (173)" “"PROEB" "Z 277z008" "9 27,2008 "EGID" ,.,.l
4

| il

Cancel | Mexk = Finizh |




Extracting from Caseworker

Text Import Wizard - Step 2 of 3

This screen lets wou set the delimiters wour daka contains, You can see
by wour kext is affected in the preview below,
Delimiters . .
___________________ | Treat consecutive delimiters as one
| Tab | Semicolon v S omrma
| Space | Other: | Text gualifier; —_
Dakta preview
flame (PID Mumber) Cupw Type PupvDateIn PupwEstOut Pupwvlfficer -
b L E-ANDER, PBAY (170) P ROE 10 2002 10 2009 TST
L SHFOPRD:, TEREWOER (157) [PROE oS 20 2008 oS 20 2008 -RAC
ERATY, PETER (147) P ROE A1l E008 oS 10 2009 o C O
EROTN, AMDEREL (17°73) P ROE - A2 Ea02 Q2R E008 FLGIT Tl
4 3 |
Zancel < Back | Mext = Finish




Extracting from Caseworker

The data in this txt file is separated by commas, therefore,
change the Delimiters from Tab to Comma and click Next.

At the last screen of the Text Import Wizard, click Finish to
1mport the information into the table.

Once the data is in the table, click the empty box in the
upper left corner to highlight the entire table.

Deouble click the line between two of the columns (A and B).
This will automatically format the width of each column.

When saving this file, change the extension from .txt to .xls.



Input by hand

You can also choose to input information yourself

You would do this if you were interested in
tracking information that may not be kept in
Caseworker

Thas,would also be useful if you would like to
keep a readily accessible source of information



Managing Information

Use the List function for easy sorting

Go to the Insert menu on the menu bar and select
List

If you have already created your file check that the
data source for the list is an existing Excel file and
select the entire active section of the worksheet as
the source

Select a new worksheet as the destination page

You can change both the source data and the list
lo€ation in the list wizard after a list has been
created

The list function allows for easy sorting of
information



FORMAT AS TABLE

With Excel 2007, Format as Table 1s an easy way
to manage data

Highlight the cells that you would like to manage
Click the Format as Table button
Select the type of display for the table
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MANAGING DATA

You can sort by column, either numerically or
alphabetically
You can filter out specific values

For example, you could select to view only small
counties, or all counties except midsize counties



. ¥ Table Tools | cost of probation template.xls [Compatibility Mode] - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Design @ - 2 X
Table Mame: Summarize with PivotTable % A ’ff‘Properties V| HeaderRow |[| FirstColumn | _____ ———=—=—=[c=cc-—|===== ————= —=——=—— ———=—= -
Table3 E'ERemove Duplicates = \l Open in Browser || [[]| Total Row [ Last Column =
Export Refresh .. | - _ | TTTTTIEEEEEym s === -t Z==== -T-=== —
‘I Resize Table LE! Convert to Range pvo i :es 62; Unlink | Banded Rows || Banded Columns T
Properties | Toaols J External Table Data J Table Style Options J J ]
c2 -~ f-| 9861
A | B oo e ] D |E|F|G|H|I|J|K|L|M|Ni
CountyNameE] Population CatE] Formal Referral-!| Open Super\risionE] Supervision DayE] Detention DayE]
Dallas L4] sortSmallest to Largest 9417 1,322,828 124,599
Cgmeron i Z| | sort Largest to Smallest 1,029 193,068 20,107
Midland N 419 59,302 7.101
Johnson g | SortbyColer ' 412 56,759 3,138
Randall N & | Clear Filter From “Formal Referrals 254 45714 3,951
Caldw.ell 9 Filter by Color ¥ 178 25,410 1,236
Hutchinson g ) 121 14 445 368
Jasper g UmbEyEiers ' 109 17,927 303
Reeves/Loving  § 72 9.994 547,

[ OK ][ Cancel ]

[SAREFLRE SRR ] [ SRS RY YR ] RN R N [ W U [N N U
St SRR R S e e T Gl

AA
M 4 » W[ "Reeves Sheetl , Summary , Outine ,“Sheet2 | Sheet3 ¥l A L

Ready | Average: 1,586 Count:9  Sum: 14,275

+s Start Cr-re®

T o

2sk_Prachic,.,




Common Functions

=Average(C2:C10)

Average of all values in column C, rows two through ten
=Median(C2:C10)

Median of all values in column C, rows two through ten
=Sum(C2:C10)

Sum of all values in column C, rows two through ten
=Max(C2:C10)

Maximum value in column C, rows two through ten
=Min(C2:C10)

Minimum value in column C, rows two through ten
=Countif(C2:C10,">900")

Counts the number of times the value of a cell in column C,
rows two through ten is greater than 900
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Charts

Different charts serve different needs

Pie charts — Shows the share of the total population
of various subgroups

Column Charts — Compare within groups at a
particular point in time

Line Charts — Shows continuous changes over time



P1E CHARTS

Highlight the area that you would like to be the
source data
From the Insert menu, select chart

In Excel 2007 press the button that corresponds with
the desired chart

In older versions of Excel select the chart type from
the menu that corresponds with the desired chart

Click the pie chart area and select format data
labels

Select the values that you wish to display



PiE CHART
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COLUMN CHART

Highlight the area that you would like to be the
source data
From the Insert menu, select chart

In Excel 2007 press the button that corresponds with
the desired chart

In older versions of Excel select the chart type from
the menu that corresponds with the desired chart



COLUMN CHART

Click the column chart area and select “select
data”

This will allow you to alter how the information is
displayed
The current setting will compare referral rates of the
different race/ethnic groups within each year

Selecting Switch Row/Column will adjust the chart so that
1t compares referral rates of each race/ethnic group with
itself in a given year
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LINE GRAPH

Highlight the cells that you would like to serve as
source data

From the Insert menu, select chart

In Excel 2007 press the button that corresponds with
the desired chart

In older versions of Excel select the chart type from
the menu that corresponds with the desired chart



LINE GRAPH
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LINE GRAPH

To change the labels on the horizontal axis click

the edit button under the Horizontal (Category)
Axis Label

Drag over the cells or enter in the range
manually that you would like to be the axis label



LINE GRAPH
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Using Pivot Tables

From the Insert menu, select Pivot Table

Click Select Table or Range and choose the active
dataset as source data

Select the desired location for the Pivot Table and
click okay
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USING P1vOoT TABLES

Select the variable that you want to be the row
label

If you select multiple variables to be row labels, the
top variable will be the main heading and the
subsequent variables will be subheadings
Drag the variables that you want to summarize
1n the columns to the ) values box



@“”“"
S eme | et | megetapos

mm____‘ st of profation Template sty [Conmpatanidy Mode! - Mostol Extel

_ Moelaou  Forwias  Dats  Wevew  View  Options  Design =R
| - a8 = —_ . - |
B keSO @ A D4 e
,Mm:-o Table | Picture  Chp  Shapes SmantAst  Column Line  Ple By e u o'm Pnetee Tert  Heater WordAnt Sigristure Otjert Symbod
| Mt . - . ~ - Sox Afooter - Line ~ $
i T  Bhsteations Chatts ”- Lk Ted
[ cat > Didlel 178 {6
| ] A 8 c ] 0 E F G i -WMM - x|

1 CountyN C. F | Referrals Open Supervisi Supervision Days Detention Da SRS
ountyName at ormal al ons pervision ys oo
2 Cakdwal Small 215 178 25410 1.236 D‘?“""""‘". s Gt S|
ic Med 194 1,029 193,068 20,107 C"""“""
4 Daflas Larga 9,861 9417 1,322,828 124,599 FiForma) Raferr-.. |
"5 Hutchinson Senall 130 121 14,445 368 [0pen Supervia..
6 Jaspar Senall 11 108 17,927 303 [Isupervison Days
7 Johnson Senall 599 412 56,759 3138 [J0eterson Deys
8 Midland Medum 906 419 59,302 7.101
9 Randall Medum 404 254 45,714 3,951
10 ReevesfLlowing _ Semall B 12 9.994 547
1" Drop Pagoe Fields |
12 i Rowiabeis
13 ID;._Q I.mmw -
14 Population Cat -luu_nmwls;n of Opan Supervisions Sum of Formal Reforrals | Contytiome. v
15 =Large Dallaz 9417 3851
16 Large Total 0417 9861|
17 =Medium Cameron 1029 1934
18 Midland 419
13 Randall 254 04
20 Medium Total 17 |
21 =Smal Caldwell
22 Hutchingan 21 =
2 Jasper 109 S Comn Labeis
2 Johnson 412 | E vaues ~
25 Reevas/Loving 72
26 Smal Total 852
#7 Grand Total 12011
2
2
30
N
32 R
g;, | SumofQpens.,. *
| SumofFormal .. ¥
36
ar:
38
39




USING P1vOoT TABLES

You can change the type of information presented
1n the columns by double-clicking the column

header and selecting the type of calculation that
you'd like to use

You can click the + or — button 1n front of the row
header to either show or hide the subheadings
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Thank You

Brendon Riggs

Texas Juvenile Probation Commaission
brendon.riggs@tjpc.state.tx.us
512.424.6706



