Lecture Notes
Chapter 14
Data Management for Business
Overview
In this chapter, learners will explore tools that will help them manage large amounts of data. They will import and export data, work with Word and Access, and reference external workbooks. They will also consolidate and summarize data and fill data series using advanced options. Finally, they will work with additional chart types and logical functions.
Chapter Topics
	Importing and Exporting Data
Importing
Exporting
Mail Merge with Microsoft Word
Importing Tables from Microsoft Access
External Workbook References
	Summarizing Data
Data Consolidation
	Advancing Options for Filling a Data Series

	Additional Charts and Chart Tools
Adding Trendlines
Saving a Chart as a Template
	Additional Lookup and Logical Functions
Other Logical Functions
	


Chapter Timing
The following table lists the estimated time to complete this chapter:
	Develop Your Skills
	Self-Assessment (online)
	Reinforce Your Skills
	Apply Your Skills
	Project Grader
	Extend Your Skills
	TOTAL

	1 hr 45 mins
	20 mins
	40 mins
	30 mins
	N/A
	1 hr 30 mins
	4 hrs 45 mins


Preparing for This Chapter
A complete installation of Microsoft Office 2019 and an Internet connection are required for successful completion of this chapter.
[bookmark: _GoBack]A customizable PowerPoint presentation is available to support this chapter.
Lecture Plan
	Major Topic
	Subtopic(s)
	Notes

	Importing and Exporting Data
	· Importing
· Exporting
· Mail Merge with Microsoft Word
· Importing Tables from Microsoft Access
· External Workbook References
	Discussion
· Explain that databases are typically made up of tables composed of fields and records.
· Discuss the concept of delimiters and the importance they have when moving data between applications.
· Explain what a CSV file format is and how it works.
· Share that importing data creates a query, which is a request for information from an external data source.
· Describe what a mail merge is and how it utilizes information from a database.
· Open an Access file and show how data is arranged in tables and how it looks similar to an Excel worksheet.
· Share how easy it is to get data from another Excel workbook by creating an external reference.
Questions/Activities
· Ask: What is a CSV file and why is it important for importing and exporting data?
· Ask: Why might you conduct a mail merge?

	Summarizing Data
	· Data Consolidation
	Discussion
· Explain that while PivotTables and 3D references work well to summarize data, you may need other options if the data sources are across multiple platforms.
· Describe some of the built-in tools/add-ins that may help summarize data:
· Queries
· Power Pivot
· Data models
· Cube functions
· Emphasize that these tools require external data sources and extensive knowledge of the data you’re working with.
· Share that you can also summarize data using the Consolidate command.
Questions/Activities
· Ask: When would a PivotTable not be a good tool for summarizing data? 
· Ask: How does the Consolidate command work?

	Advancing Options for Filling a Data Series
	
	Discussion
· Explain that a data series based on data such as existing data or past trends can be useful for making predictions and business decisions.
· Share that a data series can also be based on a linear (increases by the same number) or a growth (increases by the same percentage) series.
· Explain that you can also select existing data and have Excel determine the trend. 
Questions/Activities
· Ask: How can a data series be useful for making business decisions?

	Additional Charts and Chart Tools
	· Adding Trendlines
· Saving a Chart as a Template
	Discussion
· Discuss the other chart types available:
· Histogram: useful for grouping large amounts of data and showing the distribution in groups
· Pareto: shows the significance of contributions of parts relative to the whole
· Waterfall: displays the cumulative effects of positive and negative values
· Funnel: displays progressively declining values as part of a process
· Sunburst: shows data proportionally across levels
· Box and Whisker: displays variations in a data set when there are many sets of related data
· Stock: similar to box and whisker, but requires data to be organized in a specific way
· Explain that trendlines are indicators of overall increases or decreases in data.
· Share that once a chart has been modified to your liking, it can be saved as a template to be used for future charts.
Questions/Activities
· Ask: Which of the other chart types do you feel would be most useful? Why?
· Ask: What is a trendline used for?
· Activity: Have learners pair up, make a list of all other chart types, and then come up with a scenario in which each could be used effectively.

	Additional Lookup and Logical Functions
	· Other Logical Functions
	Discussion
· Explain that in addition to the VLOOKUP and HLOOKUP functions, there are other functions such as MATCH and INDEX that may work better.
· Show how the AND, OR, and NOT functions may be a better choice than IF for a logical function.
· Demonstrate how the various lookup and logical functions introduced in this chapter work.
Questions/Activities
· Ask: When might you use a MATCH or INDEX function instead of VLOOKUP or HLOOKUP?
· Ask: What do the AND, OR, and NOT functions do?
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