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Introduction to Excel

» Microsoft Excel is a useful spreadsheet program

* Not designed to be a research data entry tool —
commonly used because almost researcher knows
how to use it basically

» Data files from Excel can be shared or imported
directly into files formatted by most statistical
software (SPSS, Stata, R, Minitab)

 Limitation: spreadsheets containing less than 256
variables (columns) and 65,536 records (rows).
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Prepare data with Excel

1. Well-designed protocol (conceptual
framework)

2. Questionnaire form (verify all variables if
nessessary and clarify format)

3. Making data dictionaries
4. Making data tables

PROTOCOL
Group of Hematology

repeat Double platelet apheResis for
donAtion to Compare the safety
dUration: an interventionalL study in
viethAm
(DRACULA study)




CONCEPTUAL FRAMEWORK

Baseline factors Lab Findings
Age Hemoglobin
Gender Hematocrit
Occupation MCV
Education MCH

Weight Platelets Platelets count
House owner Donate WBC count
Previous plt donation Serum Protein

Satisfaction of blood donors
WHO-5 Well being

Adverse event
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PHIEU THEO DOI HIEN TIEU CAU
(Danh cho nhan vién thuwc hién chiét tach tiéu cau thu thap)

l. Cac chi sd xét nghiém trieé’c va sau khi hoan thanh chiéttach tiéu cau:

.z Trwéc Sau
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chiét tach chiéttach | Tultieucau
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2. Hoéngcau (10mm?) .00 0.0
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3. Chong mat 1.Co 2. Khéng
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7. Xiu (battinh) 1.Céo 2. Khéng
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2. Nén 1.Co 2. Khéng
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Data dictionaries
and/or code book

« Data dictionary makes the colunm definitions
explicit

« Data dictionary is a table of information about
the database itself
—rows representing fields

—colunm for field name, field type and field
description




viéttdic tén bién loai bién  gia tri ghi cha
subid ma sb chubi XXXXXX
ho ho va chir |6t chubi khéng dau
ten tén chubi khéng dau
ngaync ngay vao nghién clru  ngay nn/tt/nnnn
nhom nhom ngau nhién phan loai 2.nhém 2 tuan

3.nhém 3 tudn

4.nhém 4 tuan
ngaysinh  ngay sinh lién tuc XXXX 1997-1945
phai phai tinh nhi gia 1.nam

2.nly
hientc s6 1an hién tiéu cau lién tuc
hocvan  trinh d& hoc van phanloai 1.cépl

2.cép

3.cép il

4 dai hoc/cao dang
vieclam cong Vviéc lam phan loai 1.tri 6¢

2.chan tay

3.hwu tri

4. khoéng

Most statistical programs allow long colunm

Variable names

headings or variable names

Some rules for variable names

— short enough to type quickly but long enough to be
descriptive

— English meaning

— avoiding spaces and special characters

(especially “dau tiéng Viét”)




Coded responses vs Free text

Defining a variable should include specifing its range of
allowed values

Limiting responses to a ranged coded value > allowing
free-text responses

Set of response options to a question

— exhaustive (all possible options are provided)
— mutually exclusive (no two options are both correct)
Consistent for coding yes/no (dichotomous) variables
Consider “All that apply” questions

Data tables

« All computer databases have one or more data
tables
— rows = records or entities
— columns = fields or attributes

« Simplified data table

— each row = an individual subject

— each column = a subject-specific attribute (name, age,
sex, predictor and outcome variable)

« Should assign a unique identification number
(subject ID) to each study participant




EA™ B B ENE Data tables - Microsoft Excel
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1 1.nam 1.capll 1.trioc
2 2.moi 2 tuan 2.nu 2.capll 2.chan tay
3 3.moi 3 tuan 3.cap il 3.huu
4 4.moi 4 tuan (so lan) 4.dh 4 khong
5 subid ho ten ngaync nhom namsinh phai hientc hocvan vieclam
6
7
3
9

Data entry with Excel

1. Two in one (one reads code, one enters data)
— Tab
— Freeze panes tool
— Data validation tool

2. Data form: each subject for each data entry
form




Freeze panes

To view only and retain some top rows (such as row 1
contains your variable names) and some important
column (such as column 1 contains study id) when scroll

bars move

« Put your cursor in the cell that is simultaneously below

the rows you want to freeze and to
columns you want to freeze

the right of the

* View / Freeze Panes: select Freeze Panes and undo

by selecting Unfreeze Panes

MS Excel for Public Health
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Data validation tool

* To limit value in a colunm to a certain range or a
set of values

« To prevent invalid value from being entered into
a cell

Data validation tool

Highlight the colunm you want and then select
Data / Data validation

Page Layout Formulas Data Review View Add-Ins L
e -+ |55 Connections A E ¥ ik Clea % = = =1 _GEI :E?'Q‘-'_ vﬂrj J.dr;
s |8 2 0 2E | Y = SE | = | B= ) 7 9
er Existing Refresh il Sort Filter Ts Text to Remave Data |Consolidate  What-If Group Ung
Connections All el 4# Advanced | Columns Duplicates [Validation = Analysis ~ b
onnechonell e SO | B DataValidation...
Jx | 1.nam =5 Circle
- 2 i Data Validation
=4 Clear
c D g F H : —| Prevent invalid data from being
1.nam 1 .cap Il 1| enteredinto a cell.
2.moi 2 tuan 2.nu 2.Cap Il 2| Forexample, you could reject
z invalid dates or numbers greater
3.moi 3 tuan 3.cap lll 3| than 1a00.
4'm0| 4 tuan (SO Ian) 4dh 4 You can also force input to be
ten ngaync nhom namsinh|phai hientc hocvan V| chosenifroma dropdewn list of
values you specify.
Van 1/7/2015 2 1972 1 2 P
" Press F1 for more help.
Thi 2/7/2015 3 1990




Data validation tool

In pop up menu: select type of data you want to
enter and specify the range

Data Validation 1 ® "

(L

Data Validation

Settings | Input Message | Error Alert |

Settings

Validation criteria
Allow:

An -

Any value

7\

-
N
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Time
Text length
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Ignore blank

Apply these changes to all other cells with the same settings

Input Message | Erraor Alert |

Validation criteria
Allow:

Whole number
Datzs

| | between
Minirmurn:

1
Maximum:

N |2

Clear all

Apply these changes to all other cells with the same settings

|E| Ignore blank

-]

OK

][ Cancel ]

Clear All

[ ok || cancel

Data validation tool

Now, we enter an invalid value, an error message pops up

A B C D E F G H | J
1.nam 1.capll 1.trioc
2.moi 2 tuan 2.nu 2.capll 2.chan tay
3.moi 3 tuan 3.caplll 3.huu
4. moi 4 tuan (solan) 4.dh 4 khong
subid ho ten ngaync nhom namsinh phai hientc hocvan vieclam
1 Nguyen Van 1/7/2015 2 1972 1 2 1
2 Le Thi 2/7/2015 3 1990@
[ Microsoft Excel @1

@ The value you entered is not valid.
| |

M cer has restricted values that can be entered into this cell.

Note: not detect the incorrect value if it lies in the specified

range




Data form tool

Create a form in excel, and when enter the form,
data will be entered into the spread sheet

Data form tool

 File / Options

 In pop up menu: select Quick Access Toolbar, All
Commands and then Form, Add and OK
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Excel Options
G | . .
EEEEE @ Customize the Quick Access Toolbar.
Formulas
Choose commands from:
Pracfing All Comman ds [~] | = = |=
save Home Insert Page Layout Formul
Font -l
angua i
3 e’ Cut
L] Arial 3 >
and e 53 Copy ~ 2y
) aste ) B 7 U~ | iie
o - Format Painter = = =
” = Ciipboard : Font
Add-In
Trust Cent

5

A

A rmat Cells: Font
Yo rmat Cells: Number
f Format Painter

Li'; Format Picture

{3, Format Selection

% Format Shape

Add >>

A
A
I
]
3
o
=
m




Data form tool

 Highlight all colunms you want
 Click icon Form in corner of left top
* Then enter data in data form

A B C D E F G H [ J K L M
1.nam 1.capll 1triec 1.co 1.nhieu 1.co
2.moi 2 tuan 2.nu 2.capll Z2.chantay2.khong 2.t 2.khong
3.moi 3 tuan 3.caplll 3.huu 3.khong
4.moi 4 tuan (so lan) 4.dh 4.khong (so huu)
'subid ho ten ngaync nhom namsinh phai hientc hocvan vieclam thuocla ruoubia nha |
o
subid: | - Mew Record
hao:
ten:
ngaync:
hignte: I—Igriheria
hocyan: Close
viedam
thuoda:
ruoubia:
nha:

_ A 4
» ¥ | sheetl | Sheet2 Sheet3 %1 [T«
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