
Using MS Excel to analyse and 
visualise data – some tips 
21st February 2024



MS Excel can be used in a variety of ways to 
1. Collate
2. Cleanse and analyse
3. Visualise and
4. Report data



1. Collating data
- You can start with a survey dataset that has been 
generated by another application (e.g. Survey Monkey) or 
create a spreadsheet yourself
- Variables assembled in columns, records for individuals 
assembled in rows
- Ensure no gaps in the dataset (impacts on development of 
dashboards particularly)



Being able to undertake effective 
visualising and reporting starts with 

complete datasets!



2. Cleanse and analyse
- Check for duplicates and remove
- Undertake initial toplines of all the variables
- Look for outliers and ensure they are valid and not 
an error and remove if needed



3. Visualise data
- Examine the type of data to understand most 
appropriate charts / graphs (e.g. line graphs don’t 
suit for variables that have categories)
- Begin putting together a range of charts and graphs 
that feed into dashboard using pivot tables and 
charts



• We are now going to create a pivot table and pivot chart using the following variables: 
- Referral month (Column F);
- Referral to assessment no. of days (Column G); and
- Assessment to starting service no. of days (Column H). 

Creating a pivot table and pivot chart
3. Visualise data



Creating a pivot table and pivot chart
3. Visualise data
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Creating a pivot table and pivot chart
3. Visualise data

This will appear when you 
click enter on the 
previous screen

Right click on month and select 
the group option and click 

“months”  and “years”

This is what we need in 
the end



Creating a pivot table and pivot chart
3. Visualise data

Clicking on these 
two fields adds to 
new columns to 

the table.



Creating a pivot table and pivot chart
3. Visualise data

I’ve skipped a step here 
but make sure the total 
number of days become 
an average number of 
days per person (see 

handout)



Creating a pivot table and pivot chart
3. Visualise data

Next steps:
- Select all of the data in 

the table
- Click on the ‘insert’ 

ribbon’ 
- Select the pivot chart 

option
- Select the line chart 

option
- Click ok



4. Reporting data – using a dashboard

These charts can be 
copied and pasted into a 

dashboard like this.



4. Reporting data – using a dashboard

Now I am going to show you how to 
create a dashboard using MS Excel!
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