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How to Use Excel PivotTablesto Analyze Child Welfare Data

What’s a PivotTable and how can it benefit me?
PivotTables provide a means to visually organize and presentdata in an Excel Spreadsheet. PivotTables allow you to quickly:

e Summarize numbers, such as the total number of Access Reports a worker has completed;

e Sortand filter data, which allow you to hide or display only portions of a dataset. For example, perhaps you want to countthe total number of CPS
Access Reportsa worker has completed and exclude Service Reports. You can add these filters within the PivotTable.

e Experiment with various layouts and variables. PivotTables allow you to swap in/out variables to allow for a quick analysis of your dataset.

PivotTables allow you to quickly and visually see data by variables you choose. This is helpful for when you want to view data that is not currently available in a
dashboard or summary page of an eWReport.

What does a PivotTable look like?

The following pages describe howto create the PivotTable seen below. This PivotTable answers the following question posed by a Child Welfare Supervisor: Of

the Access Reports completed in the last month:
1) Were anyAccess Reports not screened within the required 24-hour time period?
2) Of those not screened timely, how many were ‘urgent’ reports, which this supervisor defines as ‘same day’ or ‘within 24 hour’ response time;
3) Whatis the information above, by worker?

Countof REPORT_ID RESP_TIME

SCREENED_WITHIN 24 HRS WORKER_NAME Same Day | Within 24-48 Hours | Within 5 businessdays | Grand Total

N Worker: Angela Adams 1 1
Worker: Bradley Bufford 1 1
Worker: Caitlin Courtney 0
Worker: Dana Daniels 0
Worker: Emily Elliott 0
Worker: Felicity Fredericks 3 1 4

Y Worker: Angela Adams 4 6 42 52
Worker: Bradley Bufford 4 1 34 39
Worker: Caitlin Courtney 1 14 15
Worker: Dana Daniels 3 1 27 31
Worker: Emily Elliott 2 2 4
Worker: Felicity Fredericks 23 11 39 73

Grand Total 37 24 159 220
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Making a PivotTable

To create an Excel PivotTable, open the spreadsheet that you want to analyze. Go to the
Menu Bar at the top of the Excel Spreadsheet and click on the ‘Insert’ tab (third option from

the left). Choose “PivotTable.

Choose the data to analyze and where the PivotTable should be located:

A ‘Create PivotTable’ window will appear and will prompt you to select the data you want to
analyze. Excel will suggest what data it thinks you want to analyze, and the selection will have a
box of ‘marching ants’ lines around it. Review the selection to decide if it is the correct dataset,

or if you need to revise it.

The ‘Create PivotTable’ window will alsoask you where you would like the PivotTable placed.
You may either place the table in a new worksheet, or in your existing worksheet. Most choose
to place it in a new worksheet (the default option). Once you have selected your data and its

location, click ‘Ok’.
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Create PivotTable ? >

Choose the data that you want to analyze
@ Select a table or range
Table/Range: | ACCESS_REPORT_DETAILY

1

ID Use an external data source
Choose Connection...

Connection name:
Use this workbook's Data Model

Choose where you want the PivotTable report to be placed

@ Mew Waorksheet
D Existing Worksheet

1

Location:

Choose whether you want to analyze multiple tables

Add this data to the Data Model
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Creating the PivotTable

A blank PivotTable will then appear as seen to the right, with

A3 > I
prompts for the userto drop fields into the row, column, filter,
A . . A B C | D | E F | G HIOY - =
and values section. The fields that you may select from are inthe 1 T Filter Fields Here | PivotTable Fields ~ X
‘PivotTable Fields’” window. g Jumn Fields Here Choose fields to add to report: &~
4] O
) o . 5 8 Search Jo.
Create the PivotTable by clicking and dragging the 6| O R
field directly into the table itself, or into the squares below the list. ; 2 [ SCRN_IN_CPS_RBTS M
The squares are defined as: 9| = = [ SCRN_OUT_CPS RPTS
a 10/ DI’Op Value Fle|dS Here [] TOTAL_CPS_REPORTS
N [[] SCRN_IN_ALLEGED_VICTIMS -
12 o
e The ‘Rows’ and ‘Columns’ area are where you put labels ]3 ; D Tkl Bekireis v kv
for your data. % 3 Y Fiters Il Columns
e The ‘Filters’ area allows the option of summarizing data ];
items by only showing data related toa specific category 19
or classification. 32
. . . 22 | = Rows % Values
e The ‘Values’ areais where the datais displayed. It 23|
. p . . 24
quantifies the variable of your data question. 2%
26
27
28
29 Defer Layout Update
30

If you need to revise your selectionand have closed the ‘PivotTable Fields” window, the ‘Field List’ may be accessed in the following ribbon:

cel Pivot Tables Filexlsx - Micr C

Home Insert Page Layout Formulas Data Review View Options

= = [ [[T=] = [o= A= o= “h |
7 = | -H E \}‘ I T j { 0
PivotTablel Average of Salary Q —lﬂ @ ! 5 M M |Jﬁ l “’-.ffl =
] &= : =Z Collapse Entire Field g i il Sort | Insert | Refresh ChangeData  Clear Select  Move Summarize  Show  Fields, Items, | PivotChart OLAP What
& Options ~ | D Field Settings = &%] Group Field Slicer= | - Source - *  PivotTable | Values By~ Values As+ & Sets+ Tools = Analys
PivotTable Active Field Group Sort & Filter Data Actions Calculations Tools

PivotTable Mame: Active Field:

& Group Selecion | 4
il

% Expand Entire Field
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Child Welfare Example: Determining overdue CPS Access Reports, by Urgent Response Time, by Worker

In the example PivotTable on Page 1, the child welfare supervisor is interestedin learning:

1) If any CPS Access Reports were not screened within 24 hours; and

2) Of those CPS Access Reports not screened within 24 hours, how many were ‘urgent’ reports with she defines as ‘same day’ or ‘within 24-48 hour’
response times; and

3) Review the information above by worker to see if additional supervisionis needed.

To perform this analysis, please use the DIS Excel Workbook, and the ACCESS_RPT_PIVOT_TABLE_DATAtab. Toanswer the questions above, complete
the following steps:

1) Rows:Selectand dragthe ‘SCREENED_WITHIN_24_HRS’ fieldinto the ‘Rows’ box.
This provides a Yes/No answer to if the Access Report was screened within 24 hours.

2) Columns:Select and drag the ‘RESP_TIME’ fieldinto the ‘Columns box.
This notes if the Response Time was Same Day, Within 24-48 Hours, or Within 5 Business Days.

3) Rows: Select and drag the “‘WORKER_NAMEF fieldinto the ‘Rows’ box (under ‘SCREENED_WITHIN_24-HRS’).
This provides a means of understanding the information above, by worker.

4) Values: Select and drag the ‘REPORT_ID’ field into the ‘Values’ box.

Filters Columns

The ‘Report_ID’ fieldis a unique identifier for each Access REPORT TYPE - |[Rese v E Value Field Settings 7 X
Report, and thus provides a means to count the total number of o : Source Name: REPORT_ID
Access Reports. Custom Name: |Count of REPORT_ID
NOTE: Be careful how Excel presents data in the ‘Values’ box. o s summarize Values By [ Show Vales is
Often Excel defaults to sums of the Values varia bIe, which in the SCREENED_WITHIN.24 HRS  ~ | | [EBURE S REPORTID - Summarize value field by
WORKER_NAME - |>, Choose the type of calculation that you want to use to summarize
case above would add all Access Report IDs together. However, data from the selected field
we are looking for the total unique count of Access Report IDs Sum A
and therefore need to change this from a ‘sum’ calculationto a oveto tepon e hverage X
‘count’ calculation. To make this correction, click the ‘Values’ BT Move to Row Labels Min .
variable and select ‘Value Field Settings’. The prompt to the far e
H H i / 4 N 4 emove Field
right will allow you change it from ‘sum’ to ‘count’. S — — (;‘E;FLI_FT\Htt_I// F—— F—
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Filters: The question we are trying to answer is specific to screened in CPS Reports, whereas the dataset we
are using includes Services Reports, and alsoincludes Screened Out Reports. We therefore need to use the
‘Filter’ option to do the following:
o RemoveServices Reports: Select and drag the ‘REPORT_TYPE’ field into the ‘Filters’ box. This
variable states if the Access Report is a CPS Report or Services Report. De-select ‘Services Report’.
e RemoveScreened Out Reports: Select and drag the ‘SCRIN_RSN’ field into the ‘Filters’ box. This
field states the Screen-InType (e.g. Primary, Secondary, etc.), and is blank if the report is screened
out. Select all values except the blank option to include only screened-in reports, as seenon the
right.

Completed PivotTable Fields Chart

When complete with steps 1-5 above, the PivotTable Fields chart will appear as seenon theright.
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A B
1 |REPORT_TYPE CPS Report X
2 |SCRIN RSN (Multiple Items) X
3 S

4 |Count of REPC A
5 |SCREENED_V
6 =N o o
7 | [¥] Accepted for Services

8 [ Screen In - CA/N Non-Caregiver
9 |8y [¥ Screen In - CA/N Primary

10 [+ Screen In - CA/N Secondary

13 N

15 |Grand Total Select Multiple ltems
16

17 Cancel

18

PivotTable Fields > X

Choose fields to add to report: o v

Search o

|| LASE_NAME -
[ CASE_NUMBER

<[ RESPTIME__ _
SCRIN_RSN
[ SCROUT_RSN
(] WORK_CNTY__
<[7] WORKER_NAME >————
[] SPVR_NAME -

<1<

Drag fields between areas below:

Filters Columns 5
REPORT_TYPE ': RESP_TIME v
SCRIN_RSN M |

Rows Z Values
SCREENED_WITHIN_24_ HRS "-r Count of REPORT_ID =
WORKER_MAME =

Defer Layout Update
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Analysis of overdue CPS Access Reports, by Urgent Response Time, by Worker

The completed PivotTable is seenin the screenshot below (with the area of greatest-interesthighlightedin blue).

A B | I D E F
1 [REPORT TYPE CPS Report 7|
2 |SCRIN_RSN |(Multiple Items) |
3
4 |Count of REPORT_ID RESP_TIME > )
5 |SCREENED WITHIN 24 |~ |WORKER_NAME * |same Day VWithin 24 - 45 Hours Within 5 business days |(srand [otal
6 | BN Worker: Angela Adams 1 L
T | Worker: Bradley Bufford i
8 | |Waorker: Felicity Fredericks | 3 1 | 4
o8 8Y Waorker: Angela Adams 4 6 42 52
10 Waorker: Bradley Bufford 4 1 34 39
11 Waorker: Caitlin Courtney 1 14 15
12 Worker: Dana Daniels 3 1 27 k] |
13 Worker: Emily Elliott 2 2 4
14 Worker: Felicity Fredencks | 23 ik 39| 73
15 | Grand Total _ 7 24 159| 220

In the chart above, six CPS Access Reports were screened over the required 24-hour time period. Of these six reports, five had a response time that was
within the ‘Same Day’ or ‘Within 24-48 hours’, which is of concern to this supervisor. We alsosee in the table that four of these overdue and urgent
reports were completed by Felicity Fredericks. The supervisor concludes that while only six of the total 220 CPS reports completed in this time period

were untimely (2.7 percent), a significant proportion of the overdue reports were urgent, andalso a majority came from a single worker. She notes that
additional mentoring may be needed.

Note: Double clicking on a figure you are interested in, for example the four overdue untimely CPS Reports that Felicity completed, will open a new
spreadsheet with just that subset. This is useful for additional analyses.

Video PivotTable Examples:

Additional, brief demonstrations of how to create PivotTables are available in the following links:
http://www.youtube.com/watch?v=k PzoaUrW4A

https://www.youtube.com/watch?v=qu-AKOHvOb4

6|Page


http://www.youtube.com/watch?v=k_PzoaUrW4A
https://www.youtube.com/watch?v=qu-AK0Hv0b4

	How to Use Excel PivotTables to Analyze Child Welfare Data

