X 6 STEPS T0 DATA ANALYSIS CHEAT SHEET

Q Hi-res PDF, Video & Practice File: bit.ly/data-analysis-in-6

o Gather & Clean Data with Power Query: Automate Extracting, Transforming, Loading (ETL) data for analysis

Combine data from multiple Excel files: Load cleaned data in Tabular Layout:

\
Data tab > Get Data > Segment B country Bl Product Bl Gross Sales | Discounts Bl Sales B Profit Bl Gross Profit % @ Discount % |
B ' B From File > From Channel Pariners Canada V1T 38,934 2,725 36,209 26475 68.0% 7.0%
Folder > Expand Channel Partners France . VTT 20.5808 2289 18519 137317 64.0% 11.0%
X — — Combine Dropdown > Enterprise Mexico VTT 69,250 7618 61633 4848 -7.0% 11.0%
-~ . i i - -
‘N\ Combine & Transform e = = Enterprise USA Amarilla 72,375 7,238 65,138 4,343 6.0% 10.0%
' ! : : L \ o Government Canada Carretera 32,370 0 32,370 16,185 50.0% 0.0%
© 2024-01 © 2024-02 \‘ " (Government Canada  Montana 779,625 109,148 670,478 91,328 11.7% 14.0%
1 U4
_ _ \ / :
Clean data in the Power Query Editor: I} Frequently-Used Data Transformations
. ! : | ———
fx = Table.RemoveColumns(#"Inserted Divisionl™,{"Manufacturing Price", "Date", "Discount Band™, "Manager”, "Units 5o0ld", "Sale Price", "COG5"}) 1. Comblne mu tlp eftiles
22z 8 AEC Segment - AE',: Country - AB[ Product = | 1.2 Gross Sales = | 1.2 Discounts =~ | 1.2 Sales | 1.2 Profit - 2. Remove dupllcates
1 Channel Partners Canada vIT 38934 272538 36208.62 2647512 3. Split text
2 Channel Partners Framce VIT 20808 22588 88 18519.12 1331712
4. Replace values
3 Channel Partners Germany VIT 25748 §52.44 28855 56 21418 56
4  Channal Partners Mexico Montana 28080 19556 26114.4 19094.4 5. Change data types
6  Enterprise Canada Amarilla 207375 2685875 18041525 -18663.75
7  Enterprise Framce Amarilla 2484375 1490625 233531.25 -4968.75 | \7' Add CaICUIated Columns )
. . . . . . 1 ° H :
o Use Analyze Data Tool: capture Al-driven insights & visualizations e Create PivotTables: Quickly summarize & analyze large datasets

4 R
o 9 Why use Analyze Data?
Home Insert  Page Layout Fc:?

Select data > Insert tab > PivotTable > Select an output sheet, drag fields to wells
Analyze Data helps

A |Aptu:|s Marrow v“'l'l v| = [ @ A .
ﬁj I ~ .B I U -~ 'AA .-ﬁ{". ( : -~ Iden.tlfy tr.enqls, pa’Fterns, Average of Gross Profit % —_—
Paste dn_ A ? = ABEE"IE Copilet \\ outliers & insights in Amarilla  Carretera Montana Paseo Velo VTT Grand Total 5558
¥ LR - \ | Yourdata ) Enterprise 38%  -6.1% 15%  -17%  -24%  -3.3% 3.0%
Clipboard 1 Font iy ) ¥ Small Business 7.2% 7.9%  10.0% 9.4% 6.7% 9.6% 8.9%
; Midmarket 23.3% 26.9% 29.2% 26.2% 24.2% 24.3% 29.9%
Government 28.2% 31.7% 25.3% 27.1% 28.0% 22.0% 27.0%
Analyze DeliE Vo AnaWZE Data Vo Channel Partners 69.9% 70.2% 69.5% 66.4% 66.9% 67.7% 68.2% Z J
‘Segment’: Channel Partners has noticeably higher Field: Gr 1A T Grand Total 26.5% 29.0% 31.5% 23.5% 25.4% 22.7% 25.9%
ield: Gross Sales and Field: Discounts appear
Gross Profit % highly correlated.
Awverage of Gross Profit % . . .
howsans o Data Visualization: use conditional formatting
Govemnmant = EE » « * .
£ 10 L Lc " Average of Gross Profit % Why Conditional
S E ;g P . ;‘.;: T Amarilla  Carretera Montana Paseo Velo VT Grand Total Formatting?
[ 2w w!."f f_f:;.r‘.:."r . . - Enterprise 1.5% -3.0% g
0 G UMERGTE e o S . Small Business 7.2% 7.9% 10.0% 9.4% 6.7% 9.6% 8.9% | Data is faster to
Frerenes o s e e i e e Midmarket 233%  269%  29.2%  26.2% 24.2% 24.3% 25.9% | | interpret with
Cross oo Government 28.2% 31.7% 29.3% 27.1% 26.0% 22.0% 27.0% visual indicators
Channel Partners 68.2%
| -+ Insert PivotChart | Is this helpful? ~+ Insert Chart s this helpful? Grand Total 26.5% 29.0% 31.5% 23.5% 25.4% 22.7% 25.9%

Select data > Home tab > Conditional Formatting > Color Scales > Select
Green - Yellow - Red Color Scale

Enhance Interactivity: use Slicers for easy filtering

\ J

Select PivotTable or Pivot Chart > Insert tab > Slicer > Select the Slicer to insert o Bring it All Together: create Excel dashboards

Product ¥= N2 it {S
. il ]
Average of Gross Profit % '
i ?
Amarilla Carretera ‘q. Paseo Grand Total Midmarket, Why Dashboards? \

|

Montana ~ o g Midmarket 26.2% oo | 1. Actionableinsights at a glance
Vel VTT - Government 27.1% 27.1% . e D e ) )
£ ,’ Channel Partners 68.4% * - Gn : : 2. Tlmely business KPls
¥ 4 Grand Total 31.9% 31.9% *,.;:v?;_.u;»—.ﬁ 2 E* 3. Automatically update
’ \ mow s | )
Segment = % \,\
Channel Partners Enterprise N )
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