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Data Analysis & Business Intelligence Made Easy with Excel Power Tools 
Excel Data Analysis Basics = E-DAB 

Notes for Video: 
E-DAB-02: Data, Proper Data Sets, Excel Tables, Sort, Filter, Logical Tests 
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1. What is Excel? 
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Ribbon Tabs provide access to Commands that we can click with 

our Mouse. The Data Ribbon Tab is selected to see groups of 

data-related commands 

Groups such as “Get & Transform Data” and “Queries & Connections” provide Commands that we can click with our 

Mouse. The “Get & Transform Data” group contains Commands that open the Power Query editor. The “Get & 

Transform Data” and “Queries & Connections” groups are often referred to as the query tool “Power Query”. 
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2. What is Data, Raw Data? 
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3. Understanding the Difference Between Data & Information. 
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4. Define Proper Data Set. 
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5. Why Proper Data Sets are Mandatory. 

• There are least four reasons that Proper Data Sets are mandatory for Data Analysis: 

1. All Data Analysis Tools that we use require that the Data is stored in a Proper Data Set. If the Data is not 

stored in a Proper Data Set, we can NOT use the tools to analyze our Data. If this is the case, we will 

have to clean and transform the Data into a Proper Data Set. 

2. Almost all data storage systems in the world use Proper Data Sets to store Raw Data. 

3. It makes sense that we use this form to store and analyze data, because it requires that we keep similar 

data in one column. 

4. It further makes sense because when we analyze our data, we ask questions of or query one column at a 

time, and so having similar data in clearly named columns in a Proper Data Set makes the analysis much 

easier than if we stored the data in a different form. 
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6. Tables are not Charts 
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7. Use Excel Tables For Dynamic Data. 
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8. Data Types in Proper Data Sets in Various Tools 

Throughout our study of Data Analysis, we will use various methods and tools to store our Proper Data Sets. In addition, 

each of these methods and tools have a unique way of handling different Data Types when they exist in a single column. 

Below are 8 examples of the different situations we will encounter. 
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9. How to Sort Data. 
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10. Filtering & Extracting Data. 
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11. Understand & Use AND Logical Tests and OR Logical Tests 

1) AND Logical Test (using AND Criteria): 
1. You can have two or more criteria for an AND Logical Test. 
2. If we select the check the boxes for “Alma” on the Sales Rep Field and “Chevy” on the Auto Field: 

• For each record we are asking two questions: 
1. “Is the Sales Rep Alma?” 

AND 
2. “Is the Auto sold Chevy?” 

• For each Record we can get these possible answers: 
1. TRUE, FALSE 
2. FALSE, TRUE 
3. FALSE, FALSE 
4. TRUE, TRUE. 

3. For an AND Logical Test you must get "All Are TRUE", in order for the record to be included in the filtered data set. 
4. AND Logical Tests are used in all aspects of Data Analysis and in all Data Analysis Tools. Although we saw how to run an AND Logical Test for 

filtering, throughout the class we will see then in other situations like adding with an AND Logical test and in other tools such as PivotTables, 
SUMIFS Spreadsheet Functions, Power Query and more. 

2) OR Logical Test (using OR Criteria): 
1. You can have two or more criteria for an OR Logical Test. 
2. If we select the check the boxes for “Alma” and “Rina” in the Sales Rep Field: 

• For each record we are asking two questions: 
1. “Is the Sales Rep Alma?” 

OR 
2. “Is the Sales Rep Rina?” 

• For each Record we can get these possible answers: 
1. TRUE, FALSE 
2. FALSE, TRUE 
3. FALSE, FALSE. 

3. For an OR Logical Test you must get "At Least 1 TRUE", in order for the record to be included in the filtered data set. 
4. For Filtering, when we are asking the OR Criteria Question, we are often asking the question of only ONE Column. 
5. OR Logical Tests are used in all aspects of Data Analysis and in all Data Analysis Tools. Although we saw how to run an OR Logical Test for 

filtering, throughout the class we will see then in other situations like adding with an OR Logical test and in other tools such as PivotTables, 
Power Query, Power Pivot and more. 

3) Other Logical Tests we will use this the class: 
1. BETWEEN Logical Test = an AND Logical Test with an Upper and Lower Limit. 
2. NOT Logical Test = Items are included in the final result when the item is NOT equal to the condition. 
3. CONTAINS Logical Test = Items are included when the designated field contains the condition, like with the CONTAINS Condition “Cola”, from the 

list of items “Coca Cola”, “7-Up”, “RC Cola”, only the items “Coca Cola” and “RC Cola” would match the CONTAINS Condition “Cola”. 
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4) Below is an example of using an AND Logical Test for Filtering and for Adding Sales in a PivotTable Report. 
 

 


