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Experiment No: 01 Date: 

 INTRODUCTION TO ANALYSIS USING SPREADSHEET  
 

What is Excel? 

 

Excel is pronounced "Eks - sel" 

It is a spreadsheet program developed by Microsoft. Excel organizes data in columns and rows 

and allows you to do mathematical functions. It runs on Windows, macOS, Android and iOS. 

The first version was released in 1985 and has gone through several changes over the years. 

However, the main functionality mostly remains the same. 

 

Excel is typically used for: 

• Analysis 

• Data entry 

• Data management 

• Accounting 

• Budgeting 

• Data analysis 

• Visuals and graphs 

• Programming 

• Financial modeling 

• And much, much more! 

 
Why Use Excel? 

• It is the most popular spreadsheet program in the world 

• It is easy to learn and to get started. 

• The skill ceiling is high, which means that you can do more advanced things as you 

become better 

• It can be used with both work and in everyday life, such as to create a family budget 

• It has a huge community support 

• It is continuously supported by Microsoft 

• Templates and frameworks can be reused by yourself and others, lowering creation costs 

 

The Ribbon is marked with a red rectangle and the Sheet is marked with a yellow rectangle: 
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The Ribbon provides shortcuts to Excel commands. A command is an action that allows you to 

make something happen. This can for example be to: insert a table, change the font size, or to 

change the color of a cell. 

The Ribbon may look crowded and hard to understand at first. Don't be scared, It will become 

easier to navigate and use as you learn more. Most of the time we tend to use the same 

functionalities over again. 

The Ribbon is made up by the App launcher, Tabs, Groups and Commands. In this section we will 

explain the different parts of the Ribbon. 

 

 
 

 

 

App launcher 

The App launcher icon has nine dots and is called the Office 365 navigation bar. It allows you to 

access the different parts of the Office 365 suite, such as Word, PowerPoint and Outlook. App 

launcher can be used to switch seamlessly between the Office 365 applications. 

 

Tabs 

The tab is a menu with sub divisions sorted into groups. The tabs allow users to quickly navigate 

between options of menus which display different groups of functionality. 

 

Groups 

The groups are sets of related commands. The groups are separated by the thin vertical line 

break. 

 

Commands 

The commands are the buttons that you use to do actions. 

Now, let's have a look at the Sheet. Soon you will be able to understand the relationship 

between the Ribbon and the Sheet, and you can make things happen. 

 

The Sheet is a set of rows and columns. It forms the same pattern as we have in math exercise 

books, the rectangle boxes formed by the pattern are called cells. 

Values can be typed to cells. 

Values can be both numbers and letters: 
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Have a look at the picture below. Hello world was typed in cell C4. The reference can be found 

by clicking on the relevant cell and seeing the reference in the Name Box to the left, which tells 

you that the cell's reference is C4. 
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Experiment No: 02 Date: 

 PERFORM BASIC SPREADSHEET TASKS  
 

Exercise 1: Determine the Sum of the Values of the Given numbers. 
 

 

 

Solution : 
 

 

 

Formula that uses two cell ranges: =SUM(A2:A4,C2:C3) sums the numbers in ranges A2:A4 

and C2:C3. Press Enter to get the total of 39787. 
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Exercise 2: Determine the Subtract of the Values of the Given numbers. 

 

 

 

 

Solution: 

 

1. Type a number in cells C1 and D1. 

2. In cell E1, type an equal sign (=) to start the formula. 

3. After the equal sign, type C1-D1. 
 

 

Exercise 3: Determine the Average of the Values of the Given numbers. 
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Solution : 
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Exercise 4: Determine the Records of Apple in the given data. 

3  

Solutions: 

In the following example we used the formula =FILTER(A5:D20,C5:C20=H2,"") to return 

all records for Apple, as selected in cell H2, and if there are no apples, return an empty string 

(""). 
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Experiment No: 03 Date: 

          CLEANING AND WRANGLING DATA USING SPREADSHEETS  

 

Remove Duplicates 

One of the easiest ways of cleaning data in Excel is to remove duplicates. There is a 

considerable probability that it might unintentionally duplicate the data without the user's 

knowledge. In such scenarios, you can eliminate duplicate values. 

Here, you will consider a simple student dataset that has duplicate values. You will 

use Excel's built-in function to remove duplicates, as shown below. 

The original dataset has two rows as duplicates. To eliminate the duplicate data, you need to 

select the data option in the toolbar, and in the Data Tools ribbon, select the "Remove 

Duplicates" option. This will provide you with the new dialogue box, as shown below. 

 

Here, you need to select the columns you want to compare for duplication. Another critical 

step is to check in the headers' option as you included the column names in the data set. Excel 

will automatically scan it by default. 

 

 

 

https://www.simplilearn.com/tutorials/excel-tutorial/excel-formulas
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Next, you must compare all columns, so go ahead and check all the columns as shown below. 

 

Select Ok, and Excel performs the operations required and provides you with the data set 

after filtering out the duplicate data, as shown below. 

 

 

In the next part of Excel Data Cleaning, you will understand data parsing from text to column. 

 

Data Parsing from Text to Column 

Sometimes, there is a possibility that one cell might have multiple data elements separated by a 

data delimiter like a comma. For example, consider that there is one column that stores address 

information. 
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The address column stores the street, district, state, and nation. Commas separate all the data 

elements. You must now divide the street, district, state, and nation from the address columns 

into separate columns.  

Excel's inbuilt functionality called "text to column" can achieve this. Now,  try an example for 

the same. 

Here, you have the car manufacturer and the car model name separated by space as the data 

delimiter. The tabular data is shown below. 

 

Select the data, click on the data option in the toolbar and then select "Text to Column", as shown 

below. 

 

A new window will pop up on the screen, as shown below. Select the delimiter option and click on 

"next". In the next window, you will see another dialogue box. 
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In the new page dialogue box, you will see an option to select the type of delimiter your data has. In 

this case, you need to select the "space" as a delimiter, as shown below. 

 

In the last dialogue box, select the column data format as "General", and the next step 

should be to click on the finish, as shown in the following image. 
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The final resultant data will be available, as shown below. 

 

Followed by Data parsing, in this tutorial about Excel Data Cleaning, you will learn how to 

delete all formatting. 

Another good way of cleaning data in excel is to ensure even formatting or, in some cases, 

even removing the formatting. The formatting can be as simple as coloring your cells and 

aligning the text in the cells. It can be a logical condition applied to your cells using Excel's 

conditional formatting option from the home tab.  

However, in situations where you wish to remove the formatting, you can do it in the 

https://www.simplilearn.com/tutorials/excel-tutorial/excel-conditional-formatting
https://www.simplilearn.com/tutorials/excel-tutorial/excel-conditional-formatting


   DATA ANALYTICS WITH EXCEL- BCV358A 

TECHNOLOGY- BCV503 

 

 

following ways. First, try to eliminate the regular formatting. In the previous example, you 

took the case of car manufacturers and car models data tables with heading cells colored in 

blue, and the text was center aligned. 

 

Now, use the clear option to remove the formats. Select the tabular data as shown below. Select the 

"home" option and go to the "editing" group in the ribbon. The "clear" option is available in the 

group, as shown below. 

 

Select the "clear" option and click on the "clear formats" option. This will clear all the formats 

applied on the table.  
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The final data table will appear as shown below. 

 

Now, you must learn how to eliminate conditional formatting for cleaning data in Excel. 

This time, consider a different sheet. You must use the student's details sheet, which 

includes conditional formatting in Excel. 

To eliminate conditional formatting in Excel, select the column or table with conditional 

formatting as shown below.  

 

Then navigate to "Home", and select conditional formatting. 
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Then in the dialogue box, select the clear rules option. Here, you can either choose to 

eliminate rules only in the selected cells or eliminate rules from the entire column. 

 

After you eliminate all conditions, the resultant table would look as follows. 
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You can always use a shortcut method to eliminate the conditional formatting in Excel. It is 

by pressing the sequential combination of the following keys as follows. 

ATL + E + A + F 

Next, in this Excel Data Cleaning tutorial, you will learn about Spell Check. 

Spell Check 

The feature of checking the spelling is available in MS Excel as well. To check the spellings 

of the words used in the spreadsheet, you can use the following method. Select the data cell, 

column, or sheet where you want to perform the spell check. 

 

Now, go to the review option as shown below. 

 

Microsoft Excel will automatically show the correct spelling in the dialogue box, as shown below. 

You can replace the words as per the requirement as shown below. 
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The final reviewed data table will like the one below. 

 

In the next segment of this Excel Data Cleaning tutorial, you will learn about changing the 

text case. 

Change Case - Lower/Upper/Proper 

You can manipulate the data in the Excel worksheet in terms of character cases as per the 

requirements. To apply case changes, you can follow the following steps. 

Select the table or columns that need the case to be changed, as shown below. 

https://www.simplilearn.com/tutorials/excel-tutorial/excel-worksheet
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Select the cell next to the column and apply the formula as per the requirement, as shown below. 

 

=UPPER(cell address) - for Upper case conversion  

=LOWER(cell address) - for Lower case conversion  

=PROPER(cell address) - for Sentence case conversion  

  Now, you can drag the cell can to the last row, as shown below. 

 

The final data table will appear as shown below. 
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Now that you learned spell check, in the upcoming section of Excel Data Cleaning, you will 

learn how to Highlight Errors in an Excel spreadsheet. 

Highlight Errors 

Highlighting errors in an Excel spreadsheet is helpful to find or sort out the erroneous data 

with ease. You can do error Highlighting with the help of conditional formatting in Excel. 

Here, you must consider the student data set as an example. 

Imagine that you are interviewing all the students. There are eligibility criteria. You can 

shortlist the students if they have 60% aggregate marks. Now, apply conditional formatting 

and sort out the students who are eligible and not eligible. 

First, select the aggregate/percentage column as shown below. 

 

Select "Home", and in the Styles group, select conditional formatting, as shown below. 
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In the conditional formatting option, select the highlight option, and in the next drop-down, select 

the less than an option as shown below. 

 

In the settings window, you will find a slot to provide the aggregate as "60" percent and press ok. 
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Excel will now select and highlight cells with an aggregate of less than 60 percent. In the next part 

of Excel Data Cleaning, you will understand the trim function. 

TRIM Function 

The TRIM function is used to eliminate excess spaces and tab spaces in the Excel worksheet cells. 

The excessive blank spaces and tab spaces make the data hard to understand. Using the "TRIM" 

function can eliminate these excessive blank spaces. 

Select the data cells with excessive blank spaces and tab spaces. Now, select a new cell adjacent to 

the first cell. 

Apply the TRIM() function and drag the cell as shown below. 

 

It shows the final data after the elimination of the excess space as follows. 

 

 

Next, in the Excel Data Cleaning tutorial, you will look at the Find and Replace function. 

Find and Replace 

Find and Replace will help you fetch and replace data in the entire worksheet to help in organizing 

and cleaning data in Excel. Consider the employee data example. 

Here, try to fetch an employee with the name Joe and try to rename or replace his name with John, 

after changing his first name. 
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The "find and replace" option is present in the home ribbon in the editing group, as shown below. 

 

Click on the option, and a new window will open, where you can enter the data to be fetched and 

enter the text you need to replace, as shown below. 
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Click on "replace all", and it will replace the text. The final dataset will be as shown below. 
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Experiment No: 04 Date: 

 FLASH FILL AND TEXT TO COLUMNS  
 

Separate the country using Flash Fill Kicks 
 

 

 

Solutions: 
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Experiment No: 05 Date: 

 ANALYZING DATA USING SPREADSHEETS  
 

Maximum and Minimum Value 
 

Solution : 
 



Data Analytics with Excel 11 
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Exercise 8: Create the Pivot Tables 
 



Data Analytics with Excel 12 
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Solutions: 
 

 

 

Exercise 9: Separate the country using Flash Fill Kicks 
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Solutions: 
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Experiment No: 06 Date: 

 VLOOKUP AND HLOOKUP  
 

 Determine the VLOOKUP in the given data. 
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Solution : 

The command used for to search in another sheet 

=VLOOKUP(D4,Sheet2!$D$3:$E$30,2,FALSE) 
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Exercise 6: Fetch the marks of student D in Management, in the given data using HLOOKUP . 
 

 

Solution : 
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Experiment No: 07 Date: 

                          PROJECT  
 

 

 

 

Solution: 

Mobile Phones: Bottom Will be present 50 Nos 
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Smart Phones: 2 Nos 

 

Laptops- 15 
 

 

 

Exercise 11 : Draw the Pie Chart of E gadgets Purchased 
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Filtering option need to be done and determine the count in separate page. 
 

 

 

Mobile Phones 50 

Laptops 15 

Earbuds 3 

Smart Watch 2 
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Mismatch withChart Title 
display on 

website 

Apperance 

Defective Product 

Malfunctioning of 
Product 

Defective Product 

Malfunctioning of Product 

Apperance Mismatch with display on website 

 
 

 

Defective Product 44 

Malfunctioning of Product 30 

Appearance Mismatch with display on website 13 
 

 

 

 

 

 

 

 

 

Positive 75 

Negative 22 

Chart Title 

 
4%3% 

21% 

 
72% 

Mobiel Phones 

Laptops 

Earbuds 

Smart Watch 
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Chart Title 
 
 

 
35% 

 
65% 

Replacement of Product 

Refund of money 

 
 

 

 

 

Replacement of Product 62 

Refund of money 34 

 

 

 

CHART TITLE 

 
Negative 

 
 
 
 
 
 
 
 

 
Positive 


