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Excel for Data
Cleaning

What is a spreadsheet?
A tool for holding data in rows and columns.

Why use spreadsheets?
For disposable data-cleanup or visualization...

Reference: Naidoo, H (Hush Naidoo Jade Photography), October 2020, Unsplash License,
https://unsplash.com/photos/SutAduhzdRQ
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Examples of Spreadsheet Tools

X

Excel is Microsoft’s
standalone spreadsheet
program. Available with the
Office suite.

LibreOffice Calc is the
“Document Foundation” free
open-source spreadsheet
program. Available here:
www.LibreOffice.org

WHAT ARE SPREADSHEET TOOLS?

Google Sheets is part of
the Google Apps Suite. If
you have a Gmail and

Google Drive, you have it.
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Presentation Notes
TIP: To quickly change the bullet point style, simply right-click on the bullet and choose another icon.



http://www.libreoffice.org

What Can/Can’t Excel Do?

Formulas

Charts & Graphs

Auto-formats fields

Allow creation of lookup lists

Allow character sets besides Latin1 (e.g., UTF-8)
Track changes after closing

Maintain integrity between rows and columns

Enforce referential integrity between different sheets

Excel

A
Limited
Limited
Limited

Limited

LibreOffice Calc

Limited
Limited

Limited

WHAT ARE SPREADSHEET TOOLS?

Google Slides

R POE

Limited

Limited
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B
Spreadsheet Don’ts

WHAT ARE SPREADSHEET TOOLS?

What should you AVOID doing in a spreadsheet?

e Using visual

Mixing multiple formatting [color-
datasets in a single highlights, fonts,
spreadsheet borders] to convey

. . . information
Using multiple tabs in
a workbook e Using visual

formatting to make

the data sheet look

pretty

Not filling in zeros

Using problematic
null values (e.g., -
999, +/-, Null, NA)

github.com/datacarpentry/spreadsheet-ecology-lesson/blob/gh-pages/_episodes/02-common-mistakes.md

e Placing comments or
units in cells

e Entering more than
one piece of
information in a cell

e Using problematic
field names

e Using special
characters in data
(e.g., line breaks, em-
dashes, quotation
marks)

e Inclusion of metadata
in data table

P.S. DO NOT MERGE
CELLS. DO NOT. BAD.
SHAME.
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TIP: To quickly change the bullet point style, simply right-click on the bullet and choose another icon.



.

Tables vs. Spreadsheets

Tables:
e = records & attributes
= actual structure

= safer data...

WHAT ARE SPREADSHEET TOOLS?

Spreadsheets:
e = rows & columns
= illusion of structure

= accident-prone data...

e 1 Excel file can hold multiple
spreadsheets = more illusion...
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Getting Data
into Excel

[the not-safe way]

e File — Open...

Excel

Recent

You haven't opened any workbooks recently. To
browse for a workbook, start by clicking an Open
Other Workbooks.

(@@ Open Other Workbooks

2

Search for online templates  JO

Suggested scarches:  Business Personal  Industry

Financiol Management  Logs  Lists  Calculator

- 0 x

Sign in to get the most out of Office

Learn more

GETTING DATA INTO A SPREADSHEET
TOOL

Open

Blank workbaok Welcome to Exce|

&

OneDrive

E:l Computer

ol AddaPlace

Student calendar (Mon) Inventory list witt|
Account

Options

(L) Recent Workbooks

Book! - Excel

E;I Computer

Recent Folders
Documents
Desktop




Getting Data
into Excel

[the not-safe way]

e File — Open...

e can subtly mangle CSV data.

Dates!

But are
they D/M/Y
or

M/D/Y ...

D E

admbDateModified \StaeventC Mea

1/5/2017 [SPE-279
1/5/2017 [SPE-279
1/5/2017 [SPE-279
1/5/2017 SPE-279
12/1/2016 RHB-67-B
12/1/2016 RHB-67-B
12/1/2016 RHB-67-B
12/1/2016 RHB-67-B
12/1/2016 RHB-67-C
12/1/2016 RHB-67-C
12/1/2016 RHB-67-C
12/1/2016 RHB-67-C
12/1/2016 RHB-64-C
12/1/2016 RHB-64-C

GETTING DATA INTO A SPREADSHEET

TOOL

)

Not dates!
These
should be
fractions.

- J




GETTING DATA INTO A SPREADSHEET

TOOL
File Home Insert Page Layout Formulas
[E From Access D D F [ Show Queries
[& From Web <> e £ D From Table
= From Other Existing New
G ett I n D ata [T From Text Sources~  Connections Query~ [ Recent Sources
Get External Data Get & Transform
L}
I n to E x c e I AdmbDateModified StaEventCat MeaMeasurmentFractio
e e —
2017-01-05 SPE-279 2-3/4
2017-01-05 SPE-279 6-15/16
The Safer Way Text Import Wizard - Step 3 of 3 ? X 2017-01-05 SPE-279 9_3}15
Text Import Wizard - Step 2 of 3 ? X 2017-01-05 SPE-279
Text Import Wizard - Step 1 of 3 ? X 2016-12-01 RHB-67-B  |3-3/8
The Text Wizard has determined that your data is Delimited. : 2016_12_01 RHB_G?_B 2_3!3
If this is correct, choose Next, or choose the data type that best describes your data, 2016-12-01 RHB-67-B |1-15/16
Snaine) st bpe 2016-12-01 RHB-67-B
Choose the file type that best describes your data:
@)Delimited! - Characters such as commas or tabs separate each field. 2016-12-01 RHB-67-C 3—3}8
() Fixed width - Fields are aligned in columns with spaces between each field. 2016-12-01 RHB-67-C 2—7}8
. Start import at row: | 1 2] File origin: | 437: OEM United States ~ 2016-12-01 RHB-67-C  |1-3/4
Import it as External Data... b RHB.67.C

[] My data has headers.
1. Click the From Text option in the Presiew ot e JoadsWorkshopDatnee o,
Get External Data group of the

., 1583" 41,92, Nome, ,, Pleurotomarioidea,

D tat b 3b,aBCD:2,1993, 5995 ., 1533",41,34,,None, ,Animalia, P

ata tan. [+, 2BCD:3, 1593, 5553, , ., 1833" 41,15, None, Animalia, Trochoides| ]
|sk,2scp:¢, 1592, 5585, 2, ., 1983",41,15,,None, ,Animalia, Trochoidea| v
< >

2. Follow three steps in the Text Conce Enih
Import Wizard

3. The data should now display
properly. EIE
LD.



GETTING DATA INTO A SPREADSHEET TOOL
GETTING DATA INTO EXCEL

Text Import Wizard - Step 1 of 3 ? X

The Text Wizard has determined that your data is Delimited.

Text I m po rt If this is correct, choose Next, or choose the data type that best describes your data,

Original data type
i pe that best describes your data:

Wizard
Iza r - Characters such as commas or tabs separate each field.

O Fixed width - Fields are aligned in columns with spaces between each field.

Step 1 Of 3 Start import at row: |1

= | File arigin: 437 : OEM United States ~

IE My data has headers.,

Preview of file C\Users\kwebbink\Desktop\Group1.csv.

1 Groupl key,eexhibitobjects_key, irn, StaEventCatalogueNumber, MeaMeasurmentF »
E .1,12384, "RHB-€4-C", "7", "height","", "Mount Shop"
. . S 3p,1,12334, "RHE-€4-C", "1/8", "depth”, "", "Hount Shop"
e Original data type: e Check the preview: lalz,1,12284, "RHB-64-C™, "1-5/8", "width", ™", "Mount Shop”

lsl4,1,12384, "RHB-€4-C", "™, "weight™, ™", "~ w

— “Delimited” for CSV files — ...Does data look mangled? < o

(e.g.: 0,0, 7, )
« Cancel Mext = Finish
— Check “My data has
headers” — ...If so, check the File origin

and try “65001 Unicode
(UTF-8)” [requires Excel
2007 or later]

— Double-check the Preview... LED
(|



GETTING DATA INTO SPREADSHEET TOOLS

Getting Data into Excel

The safer way — but beware

Data files (CSV, XLS, TXT, etc.) are encoded in a specific character-set.
e Most commonly they are either Latin-1 or UTF-8.

e Pre-2007 versions of Excel only read/write Latin-1.

FIE
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GETTING DATA INTO A SPREADSHEET TOOL
GETTING DATA INTO EXCEL

Text Import
Wizard

Step 2 0of 3

1. Select Comma from the
Delimiters options for CSV files

2. Select ““ from the Text qualifier

options

Again, check the Data preview:

° Does data look mangled

(columns run together)?

Text Import Wizard - Step 2 of 3 ? x

This screen lets you set the delimiters your data contains, You can see how your text is affected in the
preview below,

Delimiters

I:| Treat consecutive delimiters as one

< Text gualifier: | w
[ space [ ]

|:| Other

Data preview

roupl key pexhibitobjects_key frn EtaEventCatalogueNumber MeaMeasurmentE] ™
1L 12384 RHE-£4-C 7
IL L2334 PHE-£4-C 1]
I L2384 RHE-€4-C L-5/8
IL L2334 PHE-£4-C w
£ >

Cancel < Back Einish

e If so, try different delimiters.

Double-check the Data preview.

FIE
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GETTING DATA INTO A SPREADSHEET TOOL
GETTING DATA INTO EXCEL

Text Import Wizard - Step 3 of 3 ? X
This screen lets you select each column and set the Data Format.
Text Import
= Ogeneral .
lea rd ‘General’ converts numeric values to numbers, date values to dates, and
all remaining values to text.
() Date: | MDY
Step 3 Of 3 O Do not import column (skip)
1. Make sure to check each Haldpiehm
column’s data-type (Column data
format) Eeoeral Zeneral Zeperalzensra]
: [Froupl_key pexhibitobjects_key frn taEventCatalogueliumber
L L L2384 B-£4-C
2. If a column appears to be o il L2234 RHE-€4-C
H . 12 IL LZ324 B-g4-C
spemally—formatted numeric data " | [oons bim-cac
(dates, fractions, etc.): <
a. Clickon the column in t.he — < Back Finish
Data preview to select it
b. Change its data format to FIE
Text. i
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Summarizing
Data in Excel

Sorting and Filtering

SUMMARIZING DATA IN EXCEL

A T Clear
71 ?

Reappl
Zl Sort Filter e
" !r‘ Advanced

Sort & Filter

FIE
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Summarizing
Data in Excel

Sorting

e Beware of grabbing only part of
your dataset

e Beware of one-way trips...to bad
places...

4t] Custom Sort...

Ki Y Filter

L
ilves

Ar

nily
liot
liot

SUMMARIZING DATA IN EXCEL

FIE
LD.



SUMMARIZING DATA IN EXCEL

Sorting Errors

Before Sort: After Sort:

L M N @] P Q R S T L M N o] P Q R S T
Valves  Kingdom |Superfam|Family = Subfamily Genus  Subgenus Species  Subspecie Valves  Kingdom 2|Family  Subfamily Genus  Subgenus Species Subspe
Pleurotorr|Haliotidae Haliotis cracherodii 10|Haliotidae Haliotis cracherodii
Animalia |Pleurotorr|Haliotidae Haliotis ancile Animalia 10(Haliotidae Haliotis ancile
Animalia |Trochoide|Trochidae Trochinae Clanculus puniceus ] Animalia 10|Trochidae Trochinae Clanculus puniceus
imalia [Trochoide Trochidae Calliostorr Calliostoma figatum Animatia i0|Trochidae Caliiostorr Calliostoma — figatum |
Animalia |Trochoideg Unidentified Animalia 10 Unidentified
Animalia |Trochoide(Trochidae Gibbulina¢Cittarium pica Animalia |AcavoidegTrochidae Gibbulina¢Cittarium pica
Animalia |Trochoide|Trochidae Monodon Monodonta labis Animalia |AcavoidegTrochidae Monodon Monodonta labis
Animalia |Trochoide|Trochidae Monodon Tegula mariana Animalia |Achatellin|Trochidae Monodon Tegula mariana
Animalia |Lymnaeoijlymnaeidae Lymnaea stagnalis Animalia |Achatellin|Lymnaeidae Lymnaea stagnalis
Animalia |Cerithioid|Vermetidae Dendropoma irregularis Animalia |Achatinell|Vermetidae Dendropoma irregularis

If you sort without expanding the selection, only the highlighted column will reorder, leading to
mismatched data that is no longer connected to its record.

LD.



Summarizing
Data in Excel

Filtering

e Select the desired column by
clicking on its header, e.g., M.

e Click the Sort & Filter button in
the Home or Data tab and select
Filter from the dropdown menu.

SUMMARIZING DATA IN EXCEL

H ©- WorkshopDataset - Excel T ® - O X
FILE HOME  INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW Sign in
£, = B " z T . .

& % Ieuibr n AN S=Ee & [cenen | B Beimsen - 3 o | b
] [# & BxDelete - [T)~
Paste . g I u E- §-9 s % g9 Condtional Formatas Cell Sort &/ Find &
- ¥ i § Formatting = Table~ Styles~ [ Format~ & - (Fiero)celect -
Clipboard 1 Font ] Alignment ] Humber ] Styles Celis 2] SortAtoZ ol
3 z A
M1 i _fr Kingdom Zl sotZtoA =
( 3\ [ Custom Sort..
H | J K L M N (o] P Q R S ¥ U =

1 |Type Size (mm) condition Data Valves |Kingdom |Superfam Family  SubfamilyGenus  Subgenus Species  SubspecieFull naf id Cor

2 41 92 None Pleuroton Haliotidae Haliotis crache Filter (Ctrl+Shift+L)

3 41 34 None Animalia [Pleuroton Haliotidae Haliotis ancile f] w2 | Turn on filtering for the selected

4 41 15 None Animalia [Trochoide Trochidae Trochinae Clanculus punici [ calls.

5 a1 15 None Animalia |Trochoide Trochidae Callioston Calliostoma ligatu | | T —

N en, click the arrow in the column

6 41 20 None Animalia |Trochoidea Unidentified le Hasdorta o e thedats

T 41 55 None énlmalla [Trochoide Trochidae Gibbulina Cittarium pica \

S =

FIE
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Summarizing
Data in Excel

Filtering

e Click the dropdown button +And
use the checkboxes to select and
exclude values.

e Hover over the Text Filters to
change the text filter condition
from the default Equals....

n) condition Data Valves

2l SertAtoZ
Zl SertZtoA

Sort by Color

SUMMARIZING DATA IN EXCEL

IKingdoB Superfam Family  Subfa

Pleuroton Haliotidae
Pleuroton Haliotidae
Trochoide Trochidae Troch
Trochoide Trochidae Callio
Trochoidea

Trochoide Trochidae Gibbu

Text Filters

N
Equals...

Search

[wiiselect Al
[+l lanimal
[+ janimalia
[+ animnalia
[¥iBlanks)

Does Mot Equal...
Begins With...
Ends With...

Contains...

Does Not Contain...

Custom Eilter...
\ J

Stromboic Strombidae

FIE
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MANIPULATING/MANGLING DATA IN EXCEL

Manipulating/Mangling Data in Excel

Functions

Build your own: Built-in:
— concatenate — Split Text-to-Columns

- viookup - Deduplication

ElE
LD.


Presenter Notes
Presentation Notes
TIP: To quickly change the bullet point style, simply right-click on the bullet and choose another icon.


Functions

Build your own:
CONCATENATE

e The general syntax for function is:
=FUNCTIONNAME (argumentl, ..)

— The Function wizard takes
care of the syntax, with users
needing only to input the
arguments.

— The wizard offers built-in help
and a a link to a help page.

MANIPULATING/MANGLING DATA IN EXCEL

Function Arguments

CONCATEMATE
Text1
Text2 ||
Text3

Joins several text strings into one text string.]

F&

=

Fa

=

e

Text2: textltext2,.. are 1to 255 text strings to be joined into a single text
string and can be text strings, numbers, or single-cell references.

Formula result =

Help on this function ]

Cancel

FIE
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MANIPULATING/MANGLING DATA IN EXCEL

Functions

Build your own:

CONCATENATE
[}( v Jt | =CONCATENATE(AF3,"-",AE3,"-",AD3)| }
| AC | AD | A | & AG AH
Site Year Month  Day Collectors

B | | | |
=CONCATENATE (arguments) | 1976] 8l -" AD3)




MANIPULATING/MANGLING DATA IN EXCEL

Functions

Built-in: Split Text — Columns

Data Review View Help  Acrobat © Comments Comvert Tect to Columns Wizard - Step 1 of 3 z X AJ AK AL
‘ ‘ . - The Text Wizard has deternined that your data is Delimite . x T
b [ Queries & Connections i @ Y = BB EA Ihis s conet choose Ner, o hoose the daa type that bes desrbes you dea Specimen identifier's narhe
~E S - B =g i Original data| Convert Tet to Columns Wizard - Step 20f 3 T x
esh Stocks Currencies 3 | Z| Sort  Filter Textto [ & What-If Forecast | Of choosethe Heiser 1. 1993
> R A S&Advanced || Columns 85 ¥ [ | Analysis v Sheet e ey T S et you et the elimter your data<ontins. Yo can s hawyour text i sfectes
elimil in the preview below. o
Queries & Connections Data Types Sort & Filter Baterfools Forecast Ofedy | ere Heiser | 1993
1 save this workbook in the comma-delimited (.csv) format. To preserve these features, save it in an Excel file forr Text to Columns. eAs.. Omo Convert Text to Columns Wizard - Step 3 of 3 2 x =
Do [Tttt Wesra-sisp 30 Heiser 1. 1993
— Split a single column of text into - This sereen lets you select each column and set the Data Format.
tifier's name mltiple columns, Column data format Heiser J. 1993
® General
F G H 1 J K o preview of se| [ Other General converts numeric values to numbers, date values .
F { ats Tedt "
count in IdSpecimen identifier's name Type  Size (mm) condition Data | o, “op e VO RES g O e i Heiser J 1393
e column of full names into separate Y Oopate: oY v Advanced
1 Helser,J,, 1993 a 2 None first and last name cokimns tidae O De not import column (kip) Heiser ). 1353
1|Heiser, J., 1993 41 34 None otidae -
1|Heiser, J., 1993 a1 15 None You can choose how to splititup:  chidae T| Destination: |51 = Per label supplied
2|Heiser, 1., 1993 . 15 None fixed width or split at each comma,  thidae
1|Heiser, J., 1993 P 20 None period, or other character. Data preview Heiser 1. 1995
1|Heiser, J., 1993 41 55 None ® Tell me more chidae G
3|Per label supplied 41 17 None e vroso rochidae A Heiser 1. 1995
i imali i i 3. |1sss
1|Heiser, 1, 1995 41 19 Good  None Animalia_Trochoide Trochidae | Heiser J.1993
7|Heiser, 1., 1995 43 44 Good  Basic Animalia LymnaeoiLymnaeidae e
1|Heiser, J. 1993 41 28 None Animalia CerithioidiVermetidae| 7 Jrese I Heiser J.1993
2|Heiser, J. 1993 41 17 None Animnalia Cerithioid«Modulidae
1|Heiser, J. 1993 a1 67 Good  None Animalia Xenophor Xenophorid| o <[ Heiser J. 1993
1|Heiser, J. 1993 41 70 None AnimaliaStromboicStrombidae,
1|Heiser, J. 1993 41 73 None Animalia_StromboicStrombidae, Heiser J.1993
3|Heiser, J. 1993 41 67 None Animalia_StromboicStrombidae; Lias L 18a3

Select Text to Column from the Data Follow the steps in the Text to Column

menu. Wizard. Make sure the right delimiter is
selected (typicallya , . “ “or;)by
previewing the data in the bottom window.

FIE
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Functions

Built-in: Deduplicating Rows

00~ W B W R -

n
12
13
14

15
1z

A

>
ADP numi

B
Cat Nun
ABCD:1
ABCD:2
ABCD:3
ABCD:4
ABCD:5
ABCD:6
ABCD:7
ABCD:8
ABCD:9
ABCD:1(
ABCD:1!
ABCD:1:

ABCD:1:
ABCD:1¢

A6

MANIPULATING/MANGLING DATA IN EXCEL

H - 2- = WaorkshopDataset - Excel ?
HOME  INSERT  PAGELAYOUT  FORMULAS = DATA  REVIEW  VIEW v
I ||f‘ (2] Connections 5] m Y W Clear |j?_] [E7 Flash Fill f+o Consolidate & Group ~

I - Z AlZ - :: R e
! &[] Properties - Y- Reapply Bl Remove Duplicates [ What-If Analysis= @8 Ungroup =
et Bxternal Refresh Z] Sort Filter Textto o
Data = Al ~ Edit Links = Y;‘Advanced Columns .‘-'_'§ Data Validation = &5 Relationships %E} Subtotal
Connections Sort & Filter Data Tools Outline

To deduplicate rows, first highlight the column you wish to remove duplicates

from. Under the Data heading, click Remove Duplicates.



Functions

Built-in: Deduplicating Rows

the scary way:

Remove Duplicates Warning

‘What do you want to do?
O Expand the selection

@?Qontinue with the current selection;

Remaove Duplicates...

?

X

Microsoft Excel found data next to your selection. Because you have not
selected this data, it will not be removed.

Cancel

Excel will ask if you want to expand
the selection. If you say no, only the
duplicates from one column will be
cleaned. The rest of the data will

remained unchanged, and the cleaned

column will no longer line up with the

same entries.

—_—
=R -RE--RENAE- NIV R SEEVVRY R

ol |k | b |-
W W

16

ADP numk Cat Nur- 1
1 ABCD:1
2 ABCD:2
3 ABCD:3
4 ABCD:4
5 ABCD:5
6 ABCD:6
7 ABCD:7
8 ABCD:8
9 ABCD:9

10 ABCD:10
11 ABCD:11
12 ABCD:12
13 ABCD:13
14 ABCD:14
15 ABCD:15
16 ABCD:16
17 ABCD:17
18 ABCD:18
19 ABCD:19

Accesion y
1993
1993
1993
1993
1993
1993
1993
1993
1993
1993
1993
1993
1993
1993
1993
1993
1993
1993
1993

ACC_N
9999
9999
9999
9999
9999
9999
9999
9999
9999
9999
9999
9999
9999
9999
9999
9999
9999
9999
9999

MANIPULATING/MANGLING DATA IN EXCEL

1 |ADP numtCat Nur+T|Accesion yACC_N F
2 1 ABCD:1 1993 9999
3 2 ABCD:2 1922 9999
- 3 ABCD:3 1984 9999
5 4 ABCD:4 1981 9999
6 5 ABCD:5 1942 9999
7 6 ABCD:6 1982 9999
8 7 ABCD:7 1979 9999
9 8 ABCD:8 1975 9999
10 9 ABCD:9 1753 9999
11 10 ABCD:10 1995 9999
12 11 ABCD:11 1978 9999
13 12 ABCD:12 1921 9999
14 13 ABCD:13 1941 9999
15 14 ABCD:14 1985 9999
16 15 ABCD:15 9999 9999
17 16 ABCD:16 1944 9999
18 17 ABCD:17 1943 9999
19 18 ABCD:18 1956 9999
20 19 ABCD:19 1983 9999

FIE
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Functions

Built-in: Deduplicating Rows

the safe way:

Remove Duplicates Warning

What do you want to do?

Microsoft Excel found data next to your selection,
selected this data, it will not be removed.

O LContinue with the current selection

Remove Duplicat

Remove Duplicates ? *

To delete duplicate values, select one or more columns that contain duplicates,

¥= select All | | 8= Unselect All My data has headers

Columns

ADP number
Cat Numb
Accesion year
ACC_N

Former number
1 count in 1ot

Cancel

MANIPULATING/MANGLING DATA IN EXCEL

If you expand the selection, all the
data will be cleaned at once. The rows
will remain intact.

FIE
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Functions

Build your own: Lookup
Lists with VLOOKUP

e The VLOOKUP function can be
used to find a value in a range or
table by row.

— For example, look up
scientific name by IRN.

MANIPULATING/MANGLING DATA IN EXCEL

Function Argurnents

VLOOKUP
Lookup_value || Bl =
Table_array BRs| =
Col_index_num BRs| =
Range_lookup | =

Looks for a value in the leftmost column of a table, and then returns a value in the same row from a column you

specify, By default, the table must be sorted in an ascending order.

Lookup_value isthe value to be found in the first column of the table, and can be a

value, a reference, or a text string.

Formula result =

Help on this function

o]

Cancel

FIE
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Functions

Build your own: Lookup
Lists with VLOOKUP

e The VLOOKUP function requires
four arguments:

— The Lookup_value
argument is used to define
the value you want to look
up. It can be a value,
reference or text string.

— The Table_array argument
is used to define the table or
range (via reference or table
name) where you want to
look for the lookup value.

MANIPULATING/MANGLING DATA IN EXCEL

Function Argurnents

VLOOKUP
Lookup_value || Bl =
Table_array BRs| =
Col_index_num BRs| =
Range_lookup | =

Looks for a value in the leftmost column of a table, and then returns a value in the same row from a column you

specify, By default, the table must be sorted in an ascending order.

Lookup_value isthe value to be found in the first column of the table, and can be a

value, a reference, or a text string.

Formula result =

Help on this function

o]

Cancel

NOTE: If the Lookup_value is a value or
text string, it must be located in the leftmost
column of the table or range.

FIE
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Functions

Build your own: Lookup
Lists with VLOOKUP

e The VLOOKUP function requires
four arguments:

— The Col_index_num
argument is used to define
the column number of the
column that contains the
value to be returned.

— The Range_lookup
argument is used to return
an approximate or exact
match. Use 0/FALSE to
prevent approximate
matches.

MANIPULATING/MANGLING DATA IN EXCEL

Function Argurnents

VLOOKUP
Lookup_value || Bl =
Table_array BRs| =
Col_index_num BRs| =
Range_lookup | =

Looks for a value in the leftmost column of a table, and then returns a value in the same row from a column you

specify, By default, the table must be sorted in an ascending order.

Lookup_value isthe value to be found in the first column of the table, and can be a

value, a reference, or a text string.

Formula result =

Help on this function

o ]| come

NOTE: The column number for Col_index_numis
specific to the selected table or range. Remember
Excel uses one-based indexing.

FIE
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Getting Data
Out of Excel

The Safe Way

...without mangling date-type data.

Differences between:

e Atrue CSV

— where text-delimiter is

specified and applied to all
fields

e An Excel CSV

text fields

RECAP

Save As x
<« « 4 > ThisPC » Desktop v 0 Search Desktap
Organize » New folder g = (7]
() Name Date modified Type
7 Quick access
I Desktop Ho items match your search.
¥ Downloads
|2] Documents
=] Pictures
D Music
B videos
Microsoft Excel o ¢ 3>
File name: | Workshop_Ex01| v
Save as type: | CSV (Comma delimited) ~
Authors:  Add an author Tags: Add atag

where text-delimiter is
specified but only applied to
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Re ca p RECAP

e Data in spreadsheets: e Alternatives to Excel:
— Good for one-time-use — Google Sheets
— Not good for maintaining — LibreOffice
— ...Is it structured? No. — Not using spreadsheets...?
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Presenter Notes
Presentation Notes
TIP: To quickly change the bullet point style, simply right-click on the bullet and choose another icon.
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Thank you!
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