
BUSINESS STATISTICS USING EXCEL & SPSS40

PREPARING YOUR DATA FOR ANALYSIS

Along with actually going out and collecting data, the preliminary preparation of data can also 

have a vital impact on the analysis you conduct. For example, I have seen situations where students 

have collected data which might have been excellent, but unfortunately they prepared it incorrectly, 

which led to their data being far less useful than it might have been. In this section I will look at basic 

issues for the preparation of data from both cross-sectional and longitudinal collections, and show 

ways of preparing it which give you the most flexibility for analysing it later on. This section should 

also prepare you for the next chapter, which talks about the data analysis software environment I will 

be using throughout the book.

The Spreadsheet

The most important tool of the modern data analyst is the spreadsheet. A spreadsheet is a visual 

representation of your data, arranged in rows and columns. Virtually all data analysis software rep-

resents data by way of a spreadsheet, or a number of linked spreadsheets. Figure 2.3a shows a blank 

spreadsheet from the almost ubiquitous spreadsheet program Microsoft Excel. I will be using this 

program and another analysis program throughout the remainder of this book, and will begin to 

cover them in depth in the next chapter.

Figure 2.3a
Blank 
Spreadsheet
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A spreadsheet consists of a matrix of cells. The cells are the small boxes, and they are of course 

arranged in rows and columns. The most important thing to remember is that each row represents 

data from one element (see Chapter 1), which may be an individual, a company or many other things. 

Each column represents a variable. In order to make this crystal clear, Back to Basics Box 2.1 covers 

it thoroughly
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