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Excel Functions

Navigating the Excel Platform

+ This presentation
assumes you have a
basic understanding of
the Excel platform.

* If you are a true Excel
novice, | recommend
going to YouTube,
Coursera, or LinkedIn
Learning for intro
information.




Excel Tips and Tricks

Using built in tools for quick summary stats )m::”"""' Ay O
+ Functions auto-update when numbers change . sona Feda
+ Need correct cell references (be careful when adding/removing columns) T ik Sdect-

Eating

. 69382 ss 55 3,025.00

. 78292 as| 63[s 2,898.00
69382 57 655 3,705.00
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Excel Tips and Tricks &

Conditional Format s Cell
Formatting = Table~ Styles~

Add conditional formatting to make cells stand out

Sties

Manipulating/Rotating Data

The “Transpose” special paste option can let you turn rows into
columns (and vice versa)!

Copy -> Right Click -> Paste Special -> Transpose
Be aware if you are copying cells that have
formulas/reference other cells

NOTE: you cannot cut and transpose

30399 45] 60[ 5 2,700.00
30941 2] o[ s 2.904.00
L 56967 51 s6[s 2,856.00 |

30941 56967]

51]

66| 56|
2,856.00




Relative, Absolute, and Mixed Cell
References

Relative Cell Reference (ex. A1)
« Changes if the formula is moved or copied to a new cell
« Useful when: carrying out formula when the values do not matter
« i.e. Hours Worked (B1) x Hourly Wage (B2) = Compensation (B1 * B2)
Absolute Cell Reference (ex. $A$1)
- If you move or copy the formula to a new cell, it will always reference the absolute
cell reference
- Useful when: carrying out a formula that includes a value that is fixed
- ie. Hours Worked X Hourly Wage x Overtime = Compensation

Mixed Cell Reference
= A$1 relative column, absolute row

«_If moved or copied, the column changes, but the row does not
= $A1 absolute column, relative row

+ If moved or copied, the row changes, but the column does not
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So, what does this look like?

Relative cell references AL Locks Column

A$1|Locks Row
AL B4 ca
A5 B5 s
A6 B c6

Excel Tips and Tricks

Using VLOOKUP to lookup a value in a table array and
retrieve a matched value
+ VLOOKUP(lookup_value, table_array, col_index_num, [range_lookup])

VLOOKUP (lookup.value, table_array,col_index_num,[range_lookup])

Exact Match

Departmant— Phona s
el Actos 203 3550001

mergoncy Dopt(203555-0002
inpatient unt ({203-555-0003
Iintesiv Care 203-555.0008

22548

0n Goll Hours

Procedurt st 205 35.0007
[Emergoncy D03 55 0008
5305 Trsie lam- am nens Care 120355 0009




Excel Tips and Tricks
Using VLOOKUP approximate match to lookup a value in a

table array and retrieve a matched value
« [range_lookup]) =TRUE (Data must be sorted ascending)

VLOOKUP (lookup_value, table_array, col_index_num, [range_lookupl)
Approdmate Matcl

Employee D RVUs

VLOOKUP: Pros and Cons

Pros Cons
« Easy to make mistakes

+ Réquires mixed and absolute references
+ Adding/removing columns leads to invalid references

« Easy to use

« Effective on small
data sets « Limited functionality and flexibility
. rVeDe rgzlé gr‘;lg/l L%Dk up values on the “right” of the
Qo uprks when the data s vertical arranged (V"

» Requires manual assignment,
which can be cumbersom

©.
* Manual work is slow, other functions (like INDEX) have
more automation

Excel Tips and Tricks
Using INDEX vs. VLOOKUP

INDEX MATCH

Emporee 0 o
117,01 Crel Accss (3035551000 oopariment
120377 emergency (2035551001
565 Inpatont i (1203 55 002 e
viooKur
Empioveo
Depacimeet Gt Acenss

- 57125(S 106,633 [Emergency Dop[203.555-1007
58053 127,304 intensive Core |203-555-1008
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Excel Tips and Tricks

Pivot tables and charts

Data Visualization
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« Compensation differences longer labels
between men and women

1 it

= W0 M

Visualization on Excel: What charts to use

Clustered Column Bar vs. Column Chart
* 2-4 data groups (series) + Can better display multiple data
« Compared on the same data series
type

« Bar charts allow you to have




Visualization on Excel: What charts to use

Line Charts
« Easier to view data trends RVUs by Department
over time Order IS Important
+ Recommend to use over
column charts if order of s _—
categories is important o
000
Us by Department .
Feonary waren Ao vy
. - it
o Inpatient ni (ot iCL/CCU) nensve Core
——peraig oom —oupstient Uit

——procedura sute

16

Visualization on Excel: What charts to use

Stacked Column (values) vs. Stacked Column (%)

« Both compare the proportion of the series within each category

« Stacked values make the trend in the absolute difference easier to interpret
« Stacked % emphasizes proportion of categories

New Vs Established Patients Payments by Provider Types
R 000 [ 3400 B 3640 3789

FTO 2500 [ 4750 [ 320 B 4100

1 feb March Api

mEaisedmtens

Visualization on Excel: What charts to use

Scatter Chart Pie Chart
« Charts relationship between . Comgosition of a single
two variables variable
« More data points, stronger « Works best with less than 5
chart categories
« lllustrates “why” factors are « Pie slices should be ordered
related from largest to smallest
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Visualization on Excel: What charts to use

Combination Charts

« Best used when your data series are two different types of data
« For example, measuring % class attendance and average test score

« Data would not be interpreted well on the same scale/axis

Number of Patients Seen Number of Patients Seen
R

and Average Waiting Time (mins)

Communicating your
Findings

Communicating your findings

The language you use to share your results is related to how well
you can leverage your data.

You are not trying to sell the numbers; you are trying to tell a
story.
« Communicate the big picture of the results through your tables and
figures
* Why does this matter? What should be done?




Stress the importance of the data
(numerically)!

« Excel can be used to calculate statistical tests (which lets us
say if the interactions between numbers matters
« The Data Analysis button can be used to calculate:
« ANOVA
« Correlation
« Moving averages
* Regression
« T-Test
« Z-Test
Excel (especially scatter and line charts) can be great for
forecasting and trend analysis

Finding the Data Analysis Tool

Department & Department

Communicating your findings
Here are some general tips for communicating your research

* Avoid jargon
Do not assume the n industry ific (or workplace specific)
termvacronym. “ltDIam’"Tanguage a5t oow, 1 S1V-P ( place specifc)
* Be concise
;;’egp perrs 8?{5} 3 ?;t and include only what is necessary. Your audience can easily lose

« Know your audience
This Is key. Relate your message/data to what your AUDIENCE cares about.

. Fact check ourself
your data. Be prepared for questions. Some people in the audience may try to
poke holes ln Yyour logic.
. Prepare for anything
f il, o you may run into someone interested in

wer, the technols
the haIF ée reag}? to adapt your me: og}s/ageg to the sittiation.
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Communicating your findings
Looking for more? Try Grice’s Maxims of Conversation

Maxim of Quantity: Be informative but say no more than is needed.

Maxim of Quality: Be truthful and say nothing that is not supported by your
data/evidence.

Maxim of Relation: Be relevant to the discussion at hand.
Maxim of Manner: Be clear, brief, and orderly.
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