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a special emphasis on data handling, data 

organizational and statistical functions. 
 

 

Developed by  

the International Centre for Allied Health Evidence (iCAHE) 

School of Health Science, Division of Health Science, University of South 

Australia 

 

 

Intention of the Course 

This booklet provides you with a structured, enjoyable and practical approach to 

learn to use MS Excel.  These skills will enable you to undertake research and 

data handling activities within your clinical practice.  

This booklet is designed for all skill levels, from absolute beginner to more 

advanced knowledge.  
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Content of the booklet 

 

In the first session of this course, you will learn: 

§ About the properties of MS Excel 

§ Why use MS Excel 

§ The difference between a spread sheet, a database and a word document 

§ How to get into Excel 

§ How to open a new file 

§ How to enter data  

§ How to save a file 

§ How to open an existing file 

§ How to copy and paste data 

In the second session of this course, you will learn: 

§ Shortcuts to assist data entry 

§ Fill  

§ Data filter 

§ How to move data around 

§ How to sort data 

§ How to delete and clear data 

§ How to format data 

§ Different colours 

§ Different fonts 

§ Different data types 

§ Different borders 

§ How to interpret a prepared data sheet 

In the third session of this course, you will learn: 

§ How to change a column of data (multiplying, adding, subtracting etc.) 

§ How to link two columns of data 

§ How to apply formulas 

§ Means, standard deviations, maximum, minimum, percentiles 

§ Change data  

§ How to apply statistics tests 

§ T-test, ANOVA, linear regression 

In the fourth session of this course, you will learn: 

§ How to make graphs 

§ How to change graphs 

§ How to convert data from Word to Excel and back 

§ How to manage audit data 
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Self-check to complete at the end of the booklet 

How well do you understand these aspects of MSExcel? 

 My understanding is: 

Core competencies Good OK Poor 

    

About the properties of MS Excel    

Why use MS Excel    

The difference between a spread sheet, a database and 

a word document 

   

How to get into Excel    

How to open a new file    

How to enter data     

How to save a file    

How to open an existing file    

How to copy and paste data    

Paste Special    

Shortcuts to assist data entry    

§ Fill     

§ Drag Cells    

§ Data filter    

How to move data around    

How to sort data    

How to delete and clear data    

How to format data    

§ Different colours    

§ Different fonts    

§ Different data types    

§ Different borders    

How to interpret a prepared data sheet    

How to change a column of data     

How to link two columns of data    

How to apply formulas    

§ Means, standard deviations etc    

How to apply statistics tests    

§ T-test, ANOVA, linear regression, chi square    

How to make graphs    

How to change graphs     

How to convert data from Word to Excel and back    

How to manage audit data    
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Important Information  

This booklet is based on  MSOffice 2010. 

If you have an older version of MSOffice on your laptop and/or computer, please make sure to 

save all your files in the 97-2003 formats. 

93-2003 formats are saved as *.doc or *.xls or *.ppt 

2010 files are saved as *docx, *.xlsx or *.pptx  

MSOffice 2010 has the option of saving files compatible to an older version in all of their 

individual programs like Word, Excel, and PowerPoint etc. 

This is how you can do it: -  
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About the properties of MS Excel  

 

Excel is a spreadsheet ï what you see on the screen is a series of cells, into which data can be 

entered.   The spreadsheet offers a simple way of collecting and examining data.  Moving from 

one cell to the next is by cursors, or your mouse.  To embed a value in a cell, or to complete a 

calculation, hit the ENTER key.   

 

REMEMBER:  if you make a mistake, DONôT PANIC! Immediately go to the undo button 

[the little back arrow] and click ï that will take you back 1 step.  So if you do something 

that you arenôt happy with, think before you attempt to do anything else to retrieve a 

situation! 
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How to open a file  

To open a file in Excel, you have a number of options. 

1. If you are working from a USB, you can double click the USB icon under Computer in 

Windows, and you will see all of the existing files on the USB.   Double click on the file 

that you want, to open it.   

2. You can open up MSExcel from the green MSExcel icon, or from the program files, and 

then open up your file by going through the File tab.  Again, double click on the file you 

want to open. 

 

 

 

 

 

Option 1 

Option 2 
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If you are opening a NEW file (i.e. one that doesnôt have any data it in) click your cursor on 

NEW.   

If you are opening an existing file (one that already has some data it in) click your cursor on 

OPEN.   

You can always tell which files have been generated and saved in MS Excel because they have 

the file extension of .xls or .xlsx.   

Similarly a Word file has an extension .doc or .docx and a MS Powerpoint file has an extension 

of .ppt or .pptx.   

Exercise 1 

You have been given one MS Excel file (Excel Course Data Entry.xlsx) with three named sheets 

in it, as a practice piece.  Practice opening and closing the file and looking at each of the sheets.   
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How to enter data   

Page 5 shows you an example of what a NEW Excel file looks like (a clean spreadsheet into 

which you can enter data).  You can put names in for each column which make sense to you, 

colour cells to code or organize data, add, remove or change boarders and you can also nominate 

the type of data that you expect to find in each column.  Like thisé 

 

MAIN HEADING  
ID 

number 

Todayôs 

Date 

Date of 

Birth  

Dominant 

Hand 

Country of 

Birth  

Mother's 

Country of 

Birth  

Father's 

Country 

of Birth  

Bag type 
Bag 

brand 

SUB HEADING                   

ANSWER DETAILS                Question 1 Question 2 

                 1_2_3   

  4 digits 11 digits 11 digits R_L 8 characters max 8 characters max 8 characters max 

10 

characters 

max 

QUESTION CODE date03 dob03 hand03 born03 p1brn03 p2brn03 bagt03 brand03 

EXAMPLE ANSWERS  1001 

04-Mar-

02 

27-Jun-

86 R Australia Australia England 1 hot chilli 

  1003 

04-Mar-

02 

16-Nov-

85 R Australia Australia England 1 blackwolf 

  1004 

05-Mar-

02 

25-Nov-

85 R Australia Australia Australia 1 go pak 

 

How to save a file  

To save a file, always go óSAVE ASô instead of save, because that allows you to double check 

your file name before saving.   This stops you saving over the top of another file.  When you go 

óSAVE ASô check the location of where you are saving the file to, as well as its name.  

Sometimes a lot of work gets lost because the file was saved to the wrong directory!  The first 

example Excel page on the next page of this workbook shows you where to find the óSaveô and 

óSave Asô commands.   

Exercise 2 

Now, open your practice MS Excel file (Excel course data entry.xls).  Go to the Sheet named 

óDescriptiveô.    Enter data for another five subjects into this file (make up anything you want), 

and save your file using a new file name óMy File.xlsx.  Close the file.  Now open it up again and 

check that your new data is there, on the same sheet!!!    The second example on the next page is 

of the data you should expect to find on the sheet named óDescriptiveô when you first open it up.   
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Exercise 3. 

Open a new Excel file, and label the first four columns ID, gender, age, height, and then enter 

fictitious data for five people.  Give the file a name and save it to your USB.  Now save the file 

into the computer hard drive.  Close and open both files to see that you have saved and labeled 

them correctly.    

Naming sheets 

Excel files are workbooks which contain a lot of sheets (or pages).  Imagine your Excel file like 

an exercise book, a really big one that you can keep adding to!  You can put your calculations on 

different sheets and give each sheet a unique name so you know where everything is stored.    

Your practice Excel file is an example of an Excel file in which the first three sheets have been 

renamed to reflect the type of data found in each sheet.     

You rename a sheet by either  

¶ going to the Format button on the home ribbon (circled in red on the next page), and selecting 

rename sheet (all using the left mouse button) OR  

¶ putting the cursor on the sheet label (at the bottom) that you want to rename, and using the 

right mouse button, click the name, choose órenameô from the pop up menu and enter in 

another name. OR 

¶ using the left mouse button, double click on the name you wish to change and type in the new 

name  
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Try renaming the sheets in your course file óExcel course data entry.xlsxô, using names that are 

logical to you.   

 
 

 

 

 

 

How to copy and paste data 

 

Using your left mouse button, highlight the data in one column, go to the Menu and click on 

COPY (or CUT) and then click your cursor into the first cell of the new column into which you 

want to paste your data.   

Then put your cursor on the PASTE icon and Click!!!   The data then appears in the new column.  

It is wise if you are uncertain to always use COPY rather than CUT, and then when you are sure 

that your data is securely placed in the new location, you can always delete the old column! 

 

 

Right click and select ôRenameõ from the 
pop up menu, OR double left click. 
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Exercise 4 

Copy three columns of data from the óDescriptiveô sheet in your new MS Excel file (my 

File.xlsx) and paste them in other places on the sheet.  Practice deleting the original column of 

data, and then copying the information back.  Donôt worry if you cannot retrieve it because you 

have a backup of the original file (Excel Course Data entry.xlsx)!!!  


