
Excel for Beginners - Cancer Registry Analytics
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Navigating Excel
Quick Access Toolbar

Formula Bar

Active Cell

Column Letter

Row Number

Toolbar / Ribbon
Menu Bar

Worksheet 
Tab
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Icons - Font

Font Size

Increase 
Size

Decrease Size

Font Color

Fill Color

Border

Italics

Underline

Bold
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Font Style



Icons - Alignment



Entering  Data
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TAB

Enter



Entering Data - Fill
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Drag fill handle to desired cell



Naming & Adding a Worksheet

Right Click on Worksheet Click on “+” to add a new sheet
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Spruce it up a little - Adjusting sizes
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1. Select first column
2. While holding down Left key drag 

mouse to last column
3. Release left mouse button
4. Select line between two columns and 

drag to left or right while holding 
down the mouse button to desired 
width



Spruce it up a little - Borders

1. Select Cell A1 and drag to N4 while 
holding mouse down to select data 
table.



Spruce it up a little - Borders

2. Choose border icon on Home ribbon
3. Select desired border



Bold and Shading
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1. Select header rows by clicking in B1 and 
dragging mouse to N1, release mouse 
button and hold down shift key then click on 
A2 and drag mouse to A4. This will select 
both header rows.

2. In Font section select Bold Icon and Fill Icon 
then choose fill color



Saving Data
1. Choosing disk icon 

a. Will prompt Save pop-up for new 
documents

b. Will save existing documents in current 
location with current name

2. Choose File to see option to Save (functions 
as disk icon does) or Save As
a. Save as allows you to select where 

document is saved and what named.
i. Good for use if you would like to 

keep original document as well as 
save a new copy with changes.



Print 
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1. Choose File on main screen
2. Choose Print

a. Select printer to use
b. Select “Microsoft Print to PDF” to create 

a PDF of the file



How to use for Registry
● Providing information for hospital administration

● Supporting registry staffing requests

● Managing workflow
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Resource Time Documentation
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Managing Workflow: Sorting
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1. Select Data to manipulate
a. Green triangle - selects entire 

workbook
b. Individual column

2. Choose Sort & Filter Icon on toolbar
3. Sort A to Z or Z to A - If multiple columns 

are selected it will sort by the first column
4. Custom Sort

a. Allows you to choose one or multiple 
rows to sort by

b. Allows to sort by Cell value, cell color, 
font color or conditional formatting 
Icon



Managing Workflow: Sorting
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1. Select Data by clicking green triangle
2. Choose Sort & Filter Icon on toolbar
3. Choose Filter (this adds filter ability to 

header row)
4. Choose down arrow in row you would 

like to use to sort and choose sorting 
method



Managing Workflow: Filtering
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1. Add filters as shown in previous slide
2. Choose down arrow in desired column
3. Uncheck “Select All” to clear all check 

boxes
4. Select desired site to be shown
5. Click OK



Analyzing Data

19Confidential and proprietary. © ERS 2023. All rights reserved 

1. Define the Goals
2. Gather the Data
3. Clean the Data
4. Visualize and Evaluate the Data



Cleaning up data

● Removing Duplicates
● Look for Outliers
● Standardize the data
● Resolve missing data
● Review complete data set for accuracy

Confidential and proprietary. © ERS 2023. All rights reserved 



Cleaning Up - Remove duplicates 
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Last Name
First Name
SSN
Primary Site
Sequence

1. Select all data
2. Choose Data Tab
3. Choose Remove Duplicates
4. Choose Unselect All
5. Choose which fields should be used to 

match patients by checking them
6. Click OK



Cleaning Up - Look for outliers
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1. Add filters
2. Select Down Arrow
3. Unselect All
4. Review Data for outliers
5. Select outliers with checkbox
6. Click OK 
7. Review information and delete as needed



Cleaning Up - Standardize Data
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CTRL + F

1. Select column(s) to be reviewed
2. Click “CTRL +F”
3. Choose Replace
4. Enter what data you want found 
5. Enter what you would like it replaced with
6. Choose Replace All



Create a Chart
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1. Select Data
2. Choose quick analysis Icon
3. Select Charts
4. Select type of chart you would like to see



Create a Chart 

1. Select Data
2. Choose Insert Tab
3. Choose icon for type of chart (Bar, Line, Pie, 

etc)
4. Choose exact chart you would like to see
5. Come back to this spot if you decide you 

would rather see a different chart



Confidential and proprietary. © ERS 2023. All rights reserved 

Amy Arnold, BA, CTR
aarnold@mycrstar.com


