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Exercise 1 — Managing data with tables (1)

Creating tables

1. Click anywhere on the data in a sheet
2. Onthelnsert menu, click on Table

File Home Insert Draw rmulas  Data  Review View Automate  Help
EI:I ﬁl:l? E m O % (7 30 Models  ~ D]Q dhi~ [H~ L~ @ E‘]] E jﬂ E E‘? F? (E
PivotTable Recommended Table Forms | Pictures Shapes lcons 0 SMaTAR Checkbox | Recommended *%° % W% B8 \ae bhochet  Line Column Win/ | Sicer Timeline  Li
p P ivotCha
> PivotTables v > > f! Screenshot ~ Charts 9. L~ v ~ Loss v
Tables lllustrations Controls Charts [} Sparklines Filters Lin
() SECURITY WARNING External Data Connections have been disabled | Enable Content
G13 ~ | fx~  Working towards a goal, Communicating with others
A B c D E F G H 1 J K L M N o] P
1 |Name Prison Prison nun Ethnicity Date of birtAge now  Skills learn Musical ex| Built a rela Enjoyed thi Optimism : Optimism : Change in +Hours boo Hours Atte Difference
2 |Palmira Flc HMP Worn HMP 1277 38787 Working toPlaysamu 2 Agree 3 Didn'ten 2 3 1 8 7 1
3 |Banyan Raj HMP Worn HMP 1278 38930 CommunicNot record 2 Agree 1 Reallyen 3 3 0 26 24 2
4 |Azalealiu HMP Worn HMP 1279 39038 Focusing o Plays amu 1 Strongly 1 Reallyen 2 2 0 4 3 1
5 |Camassia | HMP Worn HMP 1280 39119 Working toPlaysamu 2 Agree 3 Didn'ten 5 6 1 27 26 1
6 |Anise River HMP Worn HMP 1281 39197 Building re No musica 3 Disagree 3 Didn't en 4 ] 1 9 8 1
7 |RueTansy HMP Worn HMP 1282 39242 Improving i No musica 2 Agree 1 Reallyen 2 3 1 11 10 1
& |Basilio Che HMP Worn HMP 1283 39292 Working as Plays a mu 3 Disagree 4 Really dic 7 5 -2 13 12 1
9 |Lemongras HMP Worn HMP 1294 28854 Working toPlays amu 2 Agree 1 Reallyen ] 8 3 10 9 1
10 |Lotus Mehi HMP Worn HMP 1295 24924 Improving iPlays amu 2 Agree 2 Enjoyed 5 7 2 11 11 0
11 |Magnolia N HMP Worn HMP 1296 32528 Improving i Plays a mu 3 Disagree 2 Enjoyed 3 4 1 28 26 2
12 |Maple Flor HMP Worn HMP 1297 35595 Communic Plays a mu 3 Disagree 2 Enjoyed 6 8 2 18 17 1
13 |Marigold Fi HMP Worn HMP 1298 23781 Wurkmglc_Plays amu 2Agree 3 Didn'ten 2 3 1 8 7 1
14 [Aak Niimna HMB Warn HMD 1900 an294 Frriicing A Dlaue 2 pan 1 Qteandlu 1 Raalluan El IS A A K 1
3. Make sure the whole table is selected by checking the cell range and option My
data has headers is ticked.
A B C D E F G H | J K L M N o P
1 jName Prison Prison nur Ethnicity Date of bit Age now  Skills learn Musical ex| Built a rela Enjoyed th Optimism : Optimism s FlkamdainHaves ban Haes Ats Difference
2 {Palmira Flc HMP Worn HMP 1277 38787 Working toPlays amu 2 Agree 3 Didn'ten 2 o Create Table 7 X 1
3 jBanyan Raj HMP Worn HMP 1278 38930 Communic Not record 2 Agree 1 Reallyen 3 3 i 2
. " /. Where is the data for your table?
4 1Azalea Liv HMP Worn HMP 1279 39038 Focusing o Plays a mu 1 Strongly 1 Really en 2 g 1
5 ICamassia | HMP Worr HMP 1280 39119 Working to Plays amu 2 Agree 3 Didn'ten 5 ¢ SASLSPS29 * 1
6 IAnise River HMP Worn HMP 1281 39197 Building re No musica 3 Disagree 3 Didn't en 4 ¢ @ by table has headers 1
7 JRueTansy HMP Worn HMP 1282 39242 Improving {No musica 2 Agree 1 Reallyen 2 ] Cancel 1
8 IBasilio Che HMP Worm HMP 1283 39292 Working as Plays a mu 3 Disagree 4 Really dic 7 5 " 1
9 |Lemongras HMP Worm HMP 1294 28854 Working toPlaysamu 2 Agree 1 Reallyen 5 8 3 10 1

4. From the Table Design tab, select the Table style you want to change the look &

feel
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@ rutosve @) [ 9+ U 5 ALTEST Charity Digital Academy - Excel sample data ¢ » Saved + £ Search

File  Home Insert Draw Pagelayout Formulas Data Review View Automate Help Table Design

Table Name: Summarize with PivotTable  [&5 [l Header Row [ First Calumn Filter Button
[TablelT | B} Remove Duplicates % E?ﬂ% RE:SH B [ TotalRow [ Last Column

‘B Resize Table & Convert to Range Slicer ~ - Banded Rows (] Banded Columns

Properties Toals External Table Data Table Style Options

(1) SECURITY WARNING External Date Connections have been dissbled | Enable Content |

AL ~ i Jx~| Name

1 LEGE] - Prison - Prison number - Ethnicity - Date of birth -Age now - Skills learnt

2 Palmira Flo HMP Worm HMP 1277 38787 Working tow:

3 Banyan Raj HMP WormHMP 1278 38930 Communicaf|[Z
4 AzaleaLiu HMPWormHMP 1279 39038 Focusing on

5 Camassia FHMP WormHMP 1280 39119 Working tow:
6 Anise River HMP Worm HMP 1281 39197 Building relat)
7 RueTansy HMPWormHMP 1282 39242 Improving ab| =
8 Basilio Che HMP Worm HMP 1283 39292 Working as a
9 Lemongras HMP WormHMP 1294 28854 Working tow:
10 Lotus Mehr HMP Worm HMP 1295 24924 Improving ab)
11 Magnolia N HMP Worm HMP 1296 32528 Improving ab
12 'Maple Flore HMP Worm HMP 1297 35595 Communicat
13 Marigold FitHMP Worm HMP 1298 23781 Working tow:
14 | Oak Dumas HMP Worm HMP 1299 38224 Focusing on
15 Olive Finch HMP Worm HMP 1300 27677 Focusingond
16 Willow Ferr HMP Worm HMP 1383 22744 Working asa| [ bewTebleStye..
17 Hazel GroviHMP Worm HMP 1384 31339 Communicat| ¥ cer

The colours options come from your theme, if you want to change the colours you will
need to go to Page Layout tab, select the theme you want and amend the colours oniit.

Adding formulas with Flash Fill
1. Add aformula in the first cell of the column where you want the formula. Flash fill
should add the formula to the whole column. If it doesn’t, drag the formula down
a few cells and then right- mouse click and select Flash fill to have the formula

populate all the way down

Building rolationsh 2 Agren 1 Raally enjoyed
or 3 Dagres. 2Engyed
2Enjayed
2Enjoyed
2Enjoyed
2Engayed

4 Really diin't snyay

|
t_Builing relationship with mento;

4 Raally diin't sy
1 Raally enjoyed
2Enaved

Data validation
Data validation in Excel is a feature that lets you control what kind of data can be
entered into a cell or range of cells.

Data validation - type

1. Clickinto the first cell of the column where you want to apply data validation
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Fle  Home WSt Draw  Fagelayt Formss Dats Redew  View  Aulomats  Help  Table Design

D: [ usries & Cannectians |

0 |HMP 1295 Lotus Metwa " Improing
1|HMe 1298 Magnalia Meube emevncd 3 impreving

2. Inthe Allow field select Date, in the Data field select greater than in the Start
date putin the earliest possible date e.g. 1/1/2025 as anything earlier would
mean someone over 100 being in the prison.

Data Validation ? 4

Settings  Input Message  Error Alert
Validation criteria

Allowy:

Date . | Ignore blank

Data:
greater than v

Start date:
1/1/2025) 4

App Y these Lhd'l\'_.l\'_“b o a | other :.\'_“l S with the same sett r'lll__il'_-
Clear All oK Cancel
3. Add an alert to warn them what data is required. This will not stop data entry
but just warn when it is entered incorrectly. Change the style to warning, putin

a title and give an error message to help users understand what the correct
data should be.
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Data Validation ? >

&
B

7 Seftings  Input Message iErmrAlErt

. Show error alert after invalid data is entered

When user enters invalid data, show this error alert
Sttyle: Tithe:

m Warning W Invalid date

Error message:

ing or
The date of birth entered is either nota & ng tow
—m correct date or would make the person
N over 100 years old. g as;
f_ﬂ g as |
. Ingor
ng rel:
ng tow
L Clearan oK Cancel ying a

——— Ning a
|_| Mo musical experience |Building rel:

Data validation - List

1. Clickinto the first cell of the column where you want to apply data validation

Fle  Wome set Draw  Pagelmout Fomudss Data Redew View Aomale  Welp Table Design

EREREEL b O o o @ o | *E Y

Gt Fom Fom FomTabe/ Fom Recent  Gtng | Refrh NI

S e f fom T b et by | omen e conens cwory | | | &
R—— [—— o i

o e |/ o e o o o

5 HMP Wormwood Scrubs 4
3 |Hp 1283 Basilia Chen HMP Wormuo o Scrubs sa202

3 [He 1284 Lomangrass Jamos  HME Wormmoo Scrubs 78854 Viorking towards a godl, a amusic 1 Raally enjoyed
o|1P 1295 Lotus Metra HMP Wormwood Scrubs 24924 Imprevig 2Enjoyed
1M 1296 Magnala Newbe  HMP Wormunos Scrubs 52528 improni 2Enjoyed

2 |HMP 1297 Magpla Flores HMP Wor 35595 with others, Working i 2Enjoyed

2. Inthe Allow field select List. Click in to the Source field and then go to the
Validation lists sheet, highlight the ethnicity list and click on enter on your
keyboard. The worksheet and cell range will then appear in the Source field.
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Data Validation 7 >

.. Input Message  Error Alert e

Validation criteria

&i
=
2

Allow:

- List - 8 Ignore blank k
Diatac . In-cell dropdown

between b4 m

i
Source: LAY
= a i
="Validation lists'1$A51:5A%19 4 _ -
ng as
ng as
'_ng E
(| Apply these changes to all other cells with the same settings ngre
E to
Clear All oK Cancel jing
— Ming i
08/1 o musical experience |Building re
AREMEMOTE Blm mmvimimm] mvvemmerimemm s e cb e

3. Add an Error Alert to stop people entering anything which is not on the
validation list. In the Style field, select Stop and then in the Title explain why
they cannot enter data.

Data Validation 7 >

Settings  Input Message  Error Alert r
. Show error alert after invalid data is entered

When user enters invalid data, show this error alert
Style: Tithe:
Stop w  |Please pick from the list

Error message:

Q

Clear All

el o LT = i I P
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Conditional formatting

Conditional formatting in Excel lets you automatically change how cells
look—like colors, icons, or data bars—based on their values, so patterns
and important info stand out instantly.

Conditional formatting — Directional

1. Select the Change in Optimism column but clicking in the column header
2. Onthe Home tab, click on the Conditional formatting button and then Icon sets
to pick a directional arrow.

= Saved v 52 search

Help  Table Design

T — > AutoSum
Tes [Genera - | B | B Bad Good Neutral B = E=
- = Fill >
WE - % [} %3 J'E Conditional | Format as E)’IUIIE”QCD’:I..‘ Input Linked Cell Note Insert Delete Format
Formatting | Table~ ) ¥ M v & Clear~

N Number oY Styles Cells Editing

E Highlight Cells Rules >
T >
Top/Bottom Rules

ﬁ Data Bars >

G | J K
ﬁ Color Scales >

] o Sets 5 | Directional
goal, Communicating with others * > * * 2> *

th others, Working towards a goal E NewRule.. & =W ﬁ F R *

» Working as a team, Communicating with o E:S Clear Rules * @ @ * * ’ _) s *

!nturn Enjoyed the sessiunsn Optimism at start (1 [bad)—1D[guud))n Optimismj
3 Didn't enjoy 2

1 Really enjoyed
1 Really enjoyed

v

M B o r

goal, Improving ability through practice 3 Didn't enjoy
ip with mentor, Working towards a goal [ Manage Rules.. * AN * 3 Didn't enjoy
rough practice, Communicating with others No musical experiencd 1 Really enjoyed

Tip: You can use Icons to sort and filter your table.

él Sort Smallest to Largest

end| E Hours booked | ~ | Hours Attended |~ |Hol
il Sort Largest to Smallest | 0 14 6
A C ] 6
Sort by Color > | Sort by Conditional Formatting lcon 8
Sheet View > 4 31

2
N2 : 22

Filter by Color > Custom Sort... zi
Number Filters >4 16 "~ 15
R (4 15 14
o Search | 2164 14
..... [w] rCala~+ AN

Conditional formatting - Duplicates

1. Select the Name column but clicking in the column header
2. Onthe Home tab, click on the Conditional formatting button, Select Highlight
Cells Rules and then Duplicate values
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File Home Insert Draw  Page Layout Formulas Data

ﬁ”] 4 cut [Aptos A A
pase B Copy B I U- .o A
~ < Format Painter

Clipboard ] Font [l

i [@

Review View Automate Help

Alignment

@ SECURITY WARNING  External Data Connections have been disabled | Enable Content

Bl ~ " fx~ Name

- 22 Wrap Text

[F] Number 1P

Table Design

|General

Good

= % 9 <_Dg 4”3 Conditional | Format as m Explanatory... I:Input

Top/Bottom Rules >
] pata gars >

ﬁ Color Scales >

iW Prison number B B EthnicityBd Date of birth B Age now Skills learnt lcon Sets X
2 | HMP Wormwood Scrubs 11/03/2006 Working towards a goal, Com| T New Rule

3 | HMP Wormwood Scrubs 01/08/2006 Communicating with others, =

4] HMP Wormwood Scrubs 17/11/2006 Focusing on atask, Workingal @ Clear Rules

5 | HMP Wormwood Scrubs 06/02/2007 Working towards a goal, Impr I Menage Rules..

6 | HMP Wormwood Scrubs 25/04/2007 Building relationship with met _

7 HMP Wormwood Scrubs 09/06/2007 Improving ability through practice, Communicating with othg

HMP 1283 BasilioChen |[HMP Wormwood Scrubs

29/07/2007

Working as a team, Communicating with others

ﬁ:‘:‘ Greater Than...

Less Than...
[T Between..
ﬁ:‘:‘ Equal To...
=1
ﬁ:‘:‘ Text that Contains...
[a]
F ument
ADste Occurring. | 5
|
ument
Values... ument
ce
Rules... ce
Plays a musical Instrument

2
2
1
2
3
2
2

@
L
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Adding totals

Adding a total row

1. Click anywhere on the table to select it
2. Onthe Table Design tab, tick the Total row box

Fle Home inset Draw Pagelayout Formulas Data  Review

Table Name: [0 Summarize with PivatTable E’

w  Automate Help Table Design  Query

| Header Row First Calumn | Filter Button

Allpartcipants | [ Remave Duplicates - | Total Row Last Column
& ResizeTsble (5 Conwen to Range Slicer ~] Banded Rows Banded Columns
Praperties Tools Table Style Options Toble Sytes
1161 ~ i fx 1 Swrongly agree
Nam Prison +| Prison number |~ Ethnicity | ~| Date of birth [+ | Age now | - | Musical experience tionship with thelr mentor | | Enjoyed 1
112 Dands HMP Manchester HMP 1274 38492 Playsa 2 Enjoyed
113 Tamar = cheste HME 1275 38541 Mo mu 2 Enjoyed
114 Kapok Okora HMP 1276 38651 [ 2 Enjoyed
115|Hawthorn Everly HMP 1290 37658 Plays amus ument_Improving ability through practice, Communicating with others " 2 Enjoyed
116 Ivy Brook HMP Manchester HMP 1291 34984 Plays amus ument_Improving ability through practice, Communicating with others 4 Strongly disagree 4 Really didn't enjoy
117|Kapok Anand HMP Manchester HMP 1292 31900 Plays a musical instrument_Waorking s ateam, Communicating with others 3 Disagres 2 Enjoyed
118 Laurel Bambara  HMP Manchester HMP 1295 24336 Plays amusical instrument _Building relationship with mentor, Working towards a goal 2Agree 2Enjoyed

Selecting a type of total

1. Clickinthe total row in the column where you want to add a calculation and
select it off the list

Exercise 2: Pivot Tables & Charts

Pivot tables are a feature in Excel and Power Bl that lets you summarise, explore, and
analyse large datasets quickly and interactively — without writing formulas from
scratch.

1. Using the All participants sheet, insert a Pivot table (Insert tab and select the
PivotTable)

2. Name the Pivot Table ‘Enjoyment’ (see top left of PivotTable Analyse Tab, or click
down arrow under PivotTable Command)

3. Select the following fields in the PivotTable Fields list on the far-right of your
screen: Prison, Prison number, Enjoyed the sessions (If you don’t see these
options, make sure you have clicked somewhere in the PivotTable on the left)

4. Drag ‘Prison’ to Columns; drag ‘Prison number to Values; drag ‘Enjoyed the
sessions’ to Rows. Check the Values is showing as ‘Count of Prison number’.
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Drag fields between areas below:

Y Filters Il Columns

Enjoyed the sessions v

Rows 2l Values

Prison Count of Prison number v

5. Now change the Value Field Settings to show as % of Row Total (Click on the
down arrow next to ‘Prison ID’ in the Values quadrant and choose % of Row Total
from the ‘Show Values As’ tab)

Source Name: Prison number

Custom Name:  Count of Prison number
Summarise Values By Show Values As

Show values as

% of Row Total

Mumber Format oK Cancel

6. Remove the decimal places (Highlight the cells with % in them in the PivotTable,
go to the Home Tab, Number Group, and select the Decrease Decimal command
twice to remove decimal places (using the right arrow icon)

7. Rename the new Sheet to ‘Enjoyment Pivot’ (Double click Sheet tab at the
bottom to rename)

8. Now repeat the above choosing Built a relationship with their mentor in place of
the Enjoyed the sessions, renaming the new sheet created ‘Relationship Pivot’.

9. Using the Relationship pivot, click on the Pivot table analyse tab and then select
Pivot Chart on the top menu (towards the right). Create a Stacked bar chart to
compare the prisons performance.

Count of Prison number

HMP Wormwood Scrubs

Built a relationship with their... -

HMP Manchester
m 1 Strongly agree
Prison - 2 Agree
HMP Brixton m 3 Disagree
4 Strongly disagree

HMP Belmarsh

0% 20% 40% 60% 80% 100%

10|Page



10. Add the Musical experience field to the Filter area of the Pivot table — this should
now appear on your chart. Do the building a relationship with your mentor
results differ depending on whether participants did or did not have prior musical
experience?

Exercise 3: Bringing data from one sheet to another

The GETPIVOTDATA() formula in Excel is like a smart query tool that lets you pull specific
values from a PivotTable based on its structure—not just cell location

1. Inthe Summary sheet, create a Get Pivot Data formula in the top cell of the
Enjoyment Column (for Belmarsh Prison) by clicking in the cell and entering =

2. Then go to the Enjoyment Pivot Sheet and click on the cell with the results for
Belmarsh prison and ‘1 Really Enjoyed’. Now click on the + sign and click the cell
with the results for Belmarsh prison and ‘2 Enjoyed’. Press Enter.

3. Copy this formula to remaining rows and you’ll see an error. In the Formulae in
the next cell down change the Prison name to “HMP Brixton” (type this in, in the
formula bar, overriding HMP Belmarsh in the 2 places it occurs in the formulae)

4. Inthe next cell down, this time remove the Prison hame (including the speech
marks “”) and replace with the cell reference for the Prison name (in the Prison
column in the Summary sheet) that you want to replace it with (in this case HMP
Manchester — cell A6) Again, you will need to do this twice — for each instance
that the Prison name occurs in the formula.

5. Now copy the formula down to the Wormwood Scrubs row and check the answer
is correct

6. Repeat for the Built a relationship with their mentor data

Using Xlookup

This formula searches a range or an array for a match and returns the corresponding
item from a second range or array. By default an exact match is used.

7. Inthe Summary sheet, use Xlookup to bring in data for the respective prisons
from the Prison info sheet into the Number of mentors column.
8. Follow the Xlookup format below

XLOOKUP(lookup value, lookup_array, return_array, [if_not_found], [match_mode], [search_mode])

For this scenario you’ll need to use =XLOOKUP(A4, 'Prison info'!A:A,'Prison
info'!F:F) and then copy the formulae down.
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Using Countif

This Counts the number of cells within a range that meet the given condition.
9. Stillinthe Summary sheet, use the Countif formula to bring in data for the
respective prisons from the Prison info sheet into the Number of mentors

column.
10. Follow the Countif format below

COUNTIF(range, criteria)

For this scenario you’ll need to use
=COUNTIF('All participants'!B:B, ' Summary sheet'!A4)

And then copy down the formula. Remember that you’re not typing in the ‘All
participants’! — this is automatically added to the formula when you move sheets
and select a cell.

Exercise 4 — Bringing data together with Power Query

Power Query is a data transformation tool built into Excel and Power Bl that lets you
connectto data sources, clean and reshape data, and automate repetitive tasks—all
without writing code

Creating queries

1. Click onthe table
2. Onthe datatab select From Table/range

Formulas  Data Review View Automate Help Table Design

File Home Insert Draw Page

[ Queries & Connections N ? N2 Clear EE 7 E =

& (&[5 H s - B om g a || Ty, | 0H B B =
Get  From  From FromTable/  Frol Refresh . ¥ stock c G " z| Sent | Fiter | cappl Textto  Flash  Remove D:
Data~ Tedt/CSV Web  Range  Picture WSources  Connections  All~ [ rganzation ocks urrencies  Geography A S Advanced  Columns  Fill  Duplicates Valida
Get & Transform Data Queries & Connections Data Types Sort & Filter Data Too

D16 ~ S

1 A Built a relationship with their mentd
2 Rowan Alder HMP Belmarsh HMP 1234 07/02/1965 Plays a musical instrum Focusing on a task, Working as a team, Communicating witk 2 Agree

3 HazelBramble HMP Belmarsh HMP 1235 23/07/1966 Plays a musical instrum Working towards a goal, Improving ability through practice 3 Disagree

4 |Holly Thorne HMP Belmarsh HMP 1236 1471171967 No musical experience Working as a team, Communicating with others 2 Agree

5 Willow Moss HMP Belmarsh HMP 1237 30/04/1968 Plays a musical instrum Working as a team, Communicating with others 1 Strongly agree
6 |Fern Cotter HMP Belmarsh HMP 1238 02/12/1969 Mo musical experience Focusing on a task, Working as a team, Communicating witk 1 Strongly agree
7 |lvy Brook HMP Belmarsh HMP 1239 19/09/1970 Mo musical experience Building relationship with mentor, Working towards a goal 2 Agree

& |Laurel Fenn HMP Belmarsh HMP 1240 03/03/1971 Plays a musical instrum Working towards a goal, Communicating with others 1 Strongly agree
9 PoppyHeather HMP Belmarsh HMP 1241 26/06/1972 Plays a musical instrum Improving ability through practice, Building relationship witk 1 Strongly agree
10 Clover Reed HMP Belmarsh HMP 1242 11/01/1973 Plays a musical instrum Improving ability through practice, Communicating with oth 1 Strongly agree
11 |Sorrel Ash HMP Belmarsh HMP 1243 08/10/1974 Mo musical experience Building relationship with mentor, Working towards a goal 2 Agree

12 |Primrose Tilling HMP Belmarsh HMP 1244 25/05/1975 No musical experience Improving ability through practice, Building relationship witt 3 Disagree

13 |Foxglove Banner HMP Belmarsh HMP 1245 15/08/1976 Plays a musical instrum Building relationship with mentor, Working towards a goal 3 Disagree

14 |Bluebell Harrow HMP Belmarsh HMP 1247 06/11/1977 No musical experience Improving ability through practice, Communicating with oth 2 Agree

15 Baobab Moyo HMP Belmarsh HMP 1247 18/02/1978 No musical experience Improving ability through practice, Communicating with oth 3 Disagree

16 |[Tamarind Ellis  HMP Belmarsh HMP 1248 _09/07/1979 Plays a musical instrum Communicating with others, Working towards a goal 2 Agree

17 |Rirrh Taneu HMD Ralmarch HMP 1214 2aInA/1a5a Plaue a musical instrim Warking ae o tasm Camminicstingwith athare 9 Baraa

3. Checkthe query has the prison name
4. Onthe home tab, select Close and Load to
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=

5t N P& Properties I:l L Y EeE 4 L a‘ Data Type: Text = [ Merge Queries - g Yy [ New Source =

= &~ [ Advanced Editor X HH HH I [ 77 Use First Row as Headers * & Append Queries ~ ! —":" % Recent Sources ~

Close &  Refresh . Choose Remove  Keep Remove split  Group N Manage  Data source

Load* | Preview | Manage Columns~ Columns®  Rows™ Rows* Column= By 2 Replace Values L] Combine Files Paramelers®  seftings [ Enter Data

& Close & Load v lumns Reduce Rows  Sort Transform Combine Parameters  Data Sources New Query

2% Close & Load To.. le HMP Belmarsh HMP 1235 null 23/07/1966 00:0C, P el

HMP Belmarsh HMP 1236 Aull 14/11/1967 00:0C =
4 Wwillow Moss HMP Belmarsh HMP 1237 null 30/04/1968 00:0C Al Properties
5 Fern Cotter HMP Belmarsh HMP 1238 null 02/12/1969 00:0C 4 APPLIED STEPS
6 Ivy Brook HMP Belmarsh HMP 1239 null 19/09/1970 00:0C 5
ource

7 Laurel Fenn HMP Belmarsh HMP 1240 null’ 03/03/1971 00:0C R
8 Poppy Heather HMP Belmarsh HMP 1241 nuil 26/06/1972 00:0C
9 Clover Reed HMP Belmarsh HMP 1242 null 11/01/1973 00:0C
10 Sorrel Ash HMP Belmarsh HMP 1243 null 08/10/1974 00:0C
11 Primrose Tilling HMP Belmarsh HMP 1244 null 25/05/1975 00:0€
12 Foxglove Banner HMP Belmarsh HMP 1245 null 15/08/1976 00:0€
13  Bluebell Harrow HMP Belmarsh HMP 1247 null 06/11/1977 00:0C

- e ———— L

Cueries & Connedtions Data Types
y through practice, Commur Import Data rd e

Select how you want to view this data in your workboolk.
M O Table
() pivotTable Report

1y O PivotChart B4 Skills learnt

234 0 [ ©GriyCremte Connection ftrum Focusing on a task, V

235 23 \Where do you want to put the data? itrum Working towards a gc
236 14 Existing worksheet :nce Working as ateam, C

237 30 —SHEaS 4 itrum Working as ateam, C
238 02 snce Focusing on a task, V
239 |15 N i :nce Building relationship
240 03 (] Add this data to the Data Model itrum Waorking towards a gc
241 26 itrum Improving ability thrc
242 j Properties St _Em Improving ability thrc
243 08/T0/ 974 N mtsicalexperience Building relationship

244 PRNKRMGTR MNa mnzical evnarieanre lmarnving ahilite thee

7. Repeatforthe other 3 Prisons

Appending queries

1. Open the Query editor on the Data tab by going to Get Data and selecting Launch
Power Query Editor.
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File Home Insert Draw  Page Layout Formulas Data Review View  Automate  Help

A Queries & Cannections
N
Get From  From FromTable/ From  Recent Existing Refresh Orgar

|Data ~ | Teut/CSV  Web Range  Picture~ Sources  Connections All~ [‘\

D From File > ta Queries & Connections

I:% From Database >
& From Azure

E From Fabric & Power Platform

1 B4 EthnicityRd Date of birth Bl Age now|
2 [34, From Other Sources ? | HMP Wormwood Scrubs 38787
3 HMP Wormwood Scrubs 38930
4 % Combine Queries )’ HMP Wormwood Scrubs 35038
5 rmwood Scrubs 39119
6| FF Launch Power Query Editor... rmwood Scrubs 39197
7 . ormwood Scrubs 39242
g| L& Data Source settings.. HMP Wormwood Scrubs 39292
9 Query Options 5 HMP Wormwood Scrubs 28854
10T P TZoT COTOS TFIEnTa * HMP Wormwood Scrubs 24924
11 |[HMP 1296 Magnolia Ncube HMP Wormwood Scrubs 32528
12 [HMP 1297 Maple Flores HMP Wormwood Scrubs 35595
13 [HMP 1298 Marigold Finch HMP Wormwood Scrubs 23781

2. Onthe Home tab, select the option Append Queries as New
M ©- =  HMP_Belmarsh - Power Query Editor 5 %

“ Home | Tansform  AddColumn  View -~ @

3L LY : J o/ " o DaaTypeTea- [ Merge Queries ~ ] L ("2 New Source =
& (& ¥ EE =R B B
T & [jAdvanced Editor L im 1) 7] Use First Row as Headers * | T Append Queries =| Recent Sources =
Close & Refresh — . Choose Remove  Keep Remove split  Group , vl -
Load~  Preview~ o Manage Columns~ Columns = Rows™ Rows™ Column+ By 2 Replace Values Appand Queries
Close Manage Columns Reduce Rows  Sort Transform L, Append Queries as New
e : 2 Hazel Bramble HMP Belmarsh HMP 1235 null null| Plays a musical ir
T HMP_Wormwood Sc 3 Holly Thorne HMP Belmarsh HMP 1236 null 4/11/1967 00:00:00 null No musical exper,
4 willow Moss HMP Belmarsh HMP 1237 null 30/04/1968 00:00:00 null Plays a musical ir
5 Fern Cotter HMP Belmarsh HMP 1238 null 02/12/1963 00:00:00 null| No musical exper
6  Ivy Brook HMP Belmarsh HMP 1239 null 19/09/1970 00:00:00 null No musical exper
7 Laurel Fenn HMP Belmarsh HMP 1240 null 03/03/1971 00:00:00 null | Plays a musical ir
8 Poppy Heather HMP Belmarsh HMP 1241 null 26/06/1972 00:00:00 null| Plays a musical ir’
9 Clover Reed HMP Belmarsh HMP 1242 null 11/01/1973 00:00:00 null Plays a musical ir
10 Sorrel Ash HMP Belmarsh HMP 1243 null 08/10/1974 00:00:00 null No musical exper
11 Primrose Tilling HMP Belmarsh HMP 1244 null 25/05/1975 00:00:00 null| No musical exper

3. Select the 4 Prison queries by clicking on them and then on Add>> so that all 3
queries are in the Tables to append box
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Table.TransformColumnTypes(Source,{{ "Name", type text}, {"Prison”, type text}, {"Prison number”, type any}, {"Ethnicity", type

Home  Tansom  AddColum  View
Queries [4] < fe ” -
] HMP_Belmarsh

F3. A% Name
2 HMP_Brixton

|| A% Prison

[~] 155 prison number [~] 455 Ethnicity

[5 Date of birth

[~] 885 Age now

1 Rowan Alder HMP Belmarsh HMP 1234 null 07/02/1965 00:00:00
3 HMP_Manchester
2 Hazel Bramble HMP Belmarsh HMP 1235 null 23/07/1966 00:00:00
£ HMP_Wormwood Sc... 3 Holly Thorne HMP Belmarsh HMP 1236 null 14/11/1967 00:00:00
4 Willow Moss HMP Belmarsh HMP 1237 null 30/04/1968 00:00:00
5 Fern Cotter HMP Belmarsh HMP 1238 null 02/12/1969 00:00:00
6 IvyBrook ) ' % poo
7 Laurel Fenn 0:00
8 poppyeane  APPENd boo
9 Clover Reed Concatenate rows from three or more tables into a single table. :D:OO
10 Eomelel O Two tables @ Three or more tables i
11 Primrose Tillin, p:00
12 Foxglove Banni Available tables Tables to append 0:00
13 {Bitct= g HMP_Belmarsh HMP_Belmarsh d
14 {B=cnabiMci HMP_Brixton HMP_Brixton i
15 [Tamarind Elfg HMP_Manchester HMP_Manchester |
16 Bnchiznsy HMP_Wormwood_Scrubs HMP_Wormwood_Scrubs g
17 Ginger Vale Add >> oo
18 Marigold Finch| I)OO
19 Flamboyant Pal IJOO
20 Baobab Moyo IJOO
21 Hawthorn Evel IJOO
22 SprigLeong IJOO
23 Taro Hollis IJOO
24 Cassava Rivera 0:00
25 Yam Dumas conce 0:00
26 Kapok Anand DOO
27 Mahogany Silva HMP Belmarsh HMP 1325 null 24/06/2000 00:00:00
28 Jacaranda Ndlovu HMP Belmarsh HMP 1326 null 27/01/1962 00:00:00

4. Clickon OK

5. Anew query will appear on the left called Append1

Transform

Queries [5] <
T HMP_Belmarsh

F5 HMP_Brixton

3 HMP_Manchester

T HMP_Wormwood_Sc...
] Append1

6. Double click on Append 1 or right click and select rename, and rename it to All

participants
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Add Column View

Bk

Table.Combine({HMP_Belmarsh, HMP_Brixton, HMP_Manchester, HMP_Wormwood Scrubs})

Ethnicity

-]

ABC
123 [

. A% Name E ABc Prison lz‘ 35 Prison number lz‘ 155
1 Rowan Alder HMP Belmarsh HMP 1234
2 Hazel Bramble HMP Belmarsh HMP 1235

horne HMP Belmarsh HMP 1236

Moss HMP Belmarsh HMP 1237
5 Fern Cotter HMP Belmarsh HMP 1238
6  lvy Brook HMP Belmarsh HMP 1239
7 Llaurel Fenn HMP Belmarsh HMP 1240
8 Poppy Heather HMP Belmarsh HMP 1241
9 Clover Reed HMP Belmarsh HMP 1242

10 Sorrel Ash HMP Belmarsh HMP 1243
11 Primrose Tilling HMP Belmarsh HMP 1244
12 Foxglove Banner HMP Belmarsh HMP 1245

null
null
null
null
null
null
null
null
null
null
null

null



Queries [5 < f = Table.Combine({HMP_Belmarsh, HMP_Brixton, HMP_Manchester, HMP_Wormwood_Scrubs})
) HMP_Belmarsh

= HMP_Brixton

EH, ABc Name ~ | ABc Prison ~ | 155 Prison number ~ | 155 Ethnicity ~ | 135 Date of birth ~| 135 Age now

1 Rowan Alder HMP Belmarsh HMP 1234 null 07/02/1965 00:00:00
FH HMP_Manchester

o=} HMP_Wormwood _
==z A\Iparticipantsl

2 Hazel Bramble HMP Belmarsh HMP 1235 null 23/07/1966 00:00:00
orne HMP Belmarsh HMP 1236 null 14/11/1967 00:00:00
Moss HMP Belmarsh HMP 1237 null 30/04/1968 00:00:00
ern Cotter HMP Belmarsh HMP 1238 null 02/12/1968 00:00:00

7. Onthe Home tab click on the Close & Load button

Home Transform Add Column View
,9’_j EB'D Properties |:| Lp Y, EX ‘%l I Data Type: Text ~ .’:'jMerge Queries ~
B le x BEE 5 lh =

L [.LII‘F Advanced Editor D Use First Row as Headers ~ z Append Queries *

Close &| Refresh Choose  Remove Keep Remove Split  Group L
Load~ | Preview ™ 7] Manage © Columns~ Columns~  Rows~ Rows~ Column~ By 2 Replace Values Combine Files
a_j Close & Load ‘ Manage Columns Reduce Rows Sort Transform Combine
rta Close & Load To.. zel Bramble HMP Belmarsh HMP 1235

S e lly Thorne HMP Belmarsh HMP 1236
0 All participants 4 Willow Moss HMP Belmarsh HMP 1237
5 Fern Cotter HMP Belmarsh HMP 1238
6  lvy Brook HMP Belmarsh HMP 1239

8. You should now have a new sheet called All participants in your workbook

19 |Mahogany Shaw HMP Brixton HMP 1252 30321 No musical experience It
30 |Sakura Inoue HMP Brixton HMP 1253 31006 No musical experience v
31 |Lotus Mehra HMP Brixton HMP 1254 31165 Plays a musical instrument E
32 |Bamboo Tanaka HMP Brixton HMP 1255 31640 MNo musical experience v
33 |Maranta Leong HMP Brixton HMP 1256 32118 Mo musical experience B
34 |Plumeria Anand HMP Brixton HMP 1257 32205 MNot recorded v
35 |Ginger Kiri HMP Brixton HMP 1258 32795 Plays a musical instrument E
36 |Ash Rowan HMP Brixton HLP 1284 28960 Plavs a musical instrument C

< > Guidelines ~ All participants rison 2 Prison 3 Prison 4 Validation lists Prison info Sum

Adding source data and refreshing queries

1. Add arow of data for a new participant to any of the 3 prison tables
2. Refresh the query either individually by clicking on the refresh icon next to the
query name

16|Page

n

n

n

n

n



e Mome sl D Pagelaou  foreubs Dala Rerem  View  dusomale el

GRREBR b RE=== o 5 g g[|+@ Y MBS 8 BB

-} L o e ot e
o Ll L ot sk et compue | | 4 Ty | 2 e oan e

[ J— e s i, . -

50 - fi -

c o c . o
[ ————r - Gueries & Connections v x
2 [owanAldor  MMPBolmarn P 1234 nmaices Pltysamusmcatinsinem Forusingon 8 tak, Warking 0 tam " Raaiy arjoyea p 3 .
3 |HazsiBrambie MMP Bemarn 1P 1235 2v07r1086 ” 301an oy s 3 O | Cometne
« |Faly B Bulmarh P 1236 Taninssy b prvad 2erjovea 2 z p—
5 [Wilow Mess WP Bolmah 1P 1227 auanses Play.a st insinen orking s taam, o muricating i otters T Bronghy gun 20idn anjay 5 O
& FemComer MM Baimann P28 oartarioes Tomongyagren 2njoyed 5 s @
7 ek AMPBamanh  HMP 123 o o 2hgue nslty iontaroy 3 E evacion .
& Lo Forn  HMPBdmah  HMP1240 ounuten " . T Brongyogen 20ian anjay p 2 [
5 [Pagpy Hasther  HMP Balmarsh P 1241 auoarorz ” 1 Sy sren 3010 oy s 7 5
10 | Clover Rand HMS HMP 1242 1011973 P 1 Strongly sgren 26 4 4 Comnaction oriy.
1 e P Samarin b 1243 annartse Zagas | hasty ajoyed p 2
12 Frmrosa P olmarsh 1P 1244 E 7 3 3
13 Foxgiors Bormer HMP Seimarsn P 1245 ssoarions ” 30umagre 26njoyea . .
14 lusbal o HMBBolmarsh  HMP 1207 osimineTy Terjoped s "
15 BachebMaya  HME Salmarah WP 1247 wansrs . 2ejoyes .
16 TamandElls B Selmarsh P 1248 ourrors # Zhgme 2enoyed 7
17 BichTansy P Bt tMp 1314 2noa1%6n o r s Zages iy ciont aryoy s
18 Gingerviia WP Salmaran b 1315 Taansen 2agea Tnjoyea 2
18 Matgola Finch HMP Baimarsh WP 1318 Tunzrices . T Srongiy e 2enoyes i
20 Flamboyant Patel HMP Saimarsh P 1317 ositiioes Ingpue iy dintorjoy 2
z\ i 1312 aaiouace 2hpun 1 Raaly arjoyed ] %
w11 2ninansm 3 3
2 gl e 30 Sugmrvor 2enoyes s B
24 rao ot v 1321 2 s s
24 Casooa s MMB Saimaran b 1322 unarises No MLsical apariance Wering 528128, Cammuncating wih thers 2ngrua 26royes . 7
26 fom Dumas HMB Belmarsh  Fp 1123 Tz 2hgme SOt eney 2 z
27 Kapok Anana HMP Gairaran b 1324 o T rongy sgee 2Enoved s B
= Saa P Baimann b 12 24082000 Zagen sy vt aryoy 3 s
2 ncoranda N, HMP Baimarsh WP 1228 Diotrse oesages iy cntaryoy p 3
30 Cacan Marsor Hp 1327 Isoariors 2hgue 26n s s
HE 1330 amicanses T ronghy agen 2erjoyed s B
W 135 Tanansrz Tngue Saly diintarjoy p 7
e 1236 i Zagee 1 Rnoty oy i 2
v 1337 s 26n s 3
Vo 133e sszo01 2enioyen 3 .
Hp 1330 Twitirisen 2enjoves 3 s
e 300 souises Warirg asa friey 2erjoyes s 7
Hp 1341 Twansso 20idn anjay 2 2
Vg 132 oniwariser 26nopes s i
Fp 120 2121961 Rasiy i i s
v 134 auosstses sy it anoy P 3
P 1345 56 T s s
Fp 48 o200 4Bl it eryoy p .
Hr 1347 ownansrs S0l njoy 3 H
voup 1500

File Home Insert Draw  Page layout Formulas pData Review View  Automate  Help

Irh [T Queries & Connections
]

VI

& [ B B 8 & == i S o= N\ B

Get  From From FromTable/ From Refresh ' o . e G a " Fitter 1= Tetto

Data~ Test/CSV Web  Range Picture~ Sources Conn Al Workbook Links rganization oc! urrenaies  beegraphy 52 Advanced | Columns
Get & Transform Data Queries & Connections Data Types Sort & Filter

F50 ~ i faw

1 Prison number Bl Eth Musical experience Skills learnt

2 |Rowan Alder HMP Belmarsh HMP 1234 07/02/1965 Plays a musical instrum Focusing on a task, Working as a team, Communicating witk 2 Agree

3 HazelBramble HMP Belmarsh HMP 1235 23/07/1966 Plays a musical instrum Working towards a goal, Improving ability through practice 3 Disagree

4 |Holly Thorne HMP Belmarsh HMP 1236 14/11/1967 No musical experience Working as a team, Communicating with others 2 Agree

5 Willow Moss HMP Belmarsh HMP 1237 30/04/1968 Plays a musical instrum Working as a team, Communicating with others 1 Strongly agr
6 Fern Cotter HMP Belmarsh HMP 1238 02/12/1969 No musical experience Focusing on a task, Working as a team, Communicating witk 1 Strongly agr
7 Ihr Brook HMP Relmarsh HMP 1239 19/09/1970 No musical experience Building relationshin with mentor. Working towards a gnal 2 Aogras
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