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ScreenCam Script Outline:  WASS - EXCEL

Objective and audience
This movie shows how to import data from WASS into an Excel spreadsheet and graph it.  

This is for WASS users who need a refresher on the Excel process. 

It covers:

· Selecting, copying, and pasting WASS data into Excel.

· Removing extraneous data from the spreadsheet.

· Converting text to columns in Excel.

· Selecting the data range to be graphed.

· Using the Chart wizard.

Prerequisites:  Basic knowledge of how to run a job in WASS.

Setup
Setup requirements:

· A WASS account.

Begin recording with the WASS output on the screen (age distribution for one year).  Have Excel opened, to a blank spreadsheet.

SCRIPT

Part 1: Exporting to Excel

Action
Script

(intro)
In this movie we’re going to take a look at how to move WASS output into an Excel spreadsheet, and then graph it.  

Point to “Analysis Results,” and “SAS Output”.
What I have here is some sample WASS output – in this case, a simple age distribution for Army employees at the end of FY02.

Open Edit menu, point to Select All, then point to Ctrl-A shortcut.
I’m going to start out by selecting all of the output so I can copy it to my computer’s memory (or clipboard), then paste it into Excel.  To select all, I can use the Edit menu and use the Select All function, or I can use the keyboard and press Ctrl-A, …

Right mouse click and click Select All.
Or I can right-click with my mouse to display the shortcut menu, and choose Select All.  

Point to blue background.
Notice that when I do this, the background changes to blue.

Select Edit-Copy from the menu.
Now I’m going to copy this selected data into my clipboard using the shortcut menu, or selecting Edit-Copy from the menu (or Ctrl-C).

Switch to Excel
I’ve already got Excel opened, so I’m ready to paste the data into the spreadsheet.  

Paste into cell A1
With cell A1 active, I paste the data into the spreadsheet. Once again I can use the Edit menu, the shortcut menu, or the keyboard Ctrl-V.

Point to garbage rows
Notice that I have a good bit of computer code and such that I need to get rid of before I can continue.  

Select rows 1-11
At the very least, I want to get rid of the top rows on the spreadsheet, at least down through row 11.  I select these rows using the row indicators at the left.  

Select Edit – Delete
Then I delete them using the delete command from the menu.  The delete key on your keyboard does not work for this – if you use the delete key it will appear to delete the information but it causes a problem in the next step when we convert the information into columns of numbers – so use the Edit menu.

Scroll down to last line (Return to Menu)
I have to do this one more time to get rid of this last row which likewise will cause problems later if I don’t.  

Select the row, then Edit-Delete.
Once again, I use the Edit menu (not the delete key) to delete this row.


There, now we’re ready to convert this information into columns of numbers that Excel will recognize (right now, Excel sees this as text, not numbers).

Part 2: Converting to columns

Action
Script

Click on column A label.
I begin the process of converting the text into columns of numbers by selecting column A.

Select Data – Text to Columns
Then I go to the Data menu, and select Text to Columns.

Point to window name.
This starts the Convert Text to Columns wizard which as three steps.

Click on Fixed Width, then <Next>.
There’s very little that you have to do when using this wizard.  In step 1, under “Original data type,” make sure that “Fixed Width” is selected, then go to step 2.

Point to instructions.
In this step, I make sure that I have a column break between the columns of data.  You may have to add column breaks.  The instructions are right there.

Add a break between FY and Age columns.  
Basically you click where you want to insert a break, and double-click to remove one.  

Scroll through the preview window.
You can scroll through the small preview window if you need to see more. 

Click <Next,> then <Finish>.
Now we’re ready for step 3 – which we don’t really need to use, so I can go ahead and click <Finish>.

Now our spreadsheet contains columns of numeric data that Excel can graph for us.

Part 3: Graphing the data

Action
Script

Point to column C.
To graph the data, the first thing I will do is select the data that I want to be graphed.  In this case, it will be the number of employees at each age, that is, column C.  If I were doing a more complex graph, for instance, graphing two years of data on the same chart, I’d need to make sure my data was set up properly before beginning the graphing steps – that is, make sure that the counts from the second year were in a column next to the counts from the first year.

Point to young ages.
Now, I see we’ve got some employees who are very young – age zero, and up through some early teens.  These are probably  errors in the data and I will not include them in my graph.  Even though there are a number of them, compared to the total Army population it’s not excessively large.

Select data for age 16 up.
So I’m going to select the data from age 16 on by clicking on the first one and holding my mouse button while I drag down the column to the bottom.

Click the chart wizard icon.
Now I can begin my graph by selecting the chart wizard from the toolbar.

Point to wizard title
This is a 4-step wizard.

Select line graph, then <Next>
I begin by selecting the type of graph I want – in this case, a line graph.

Point to graph, point to x axis labels, point to legend (“series 1”)
You can see how the wizard starts creating the graph.  The x-axis labels need to be changed – right now it shows the sequence number of each data point, starting with 1.  Also I want to change the legend to something more meaningful than “Series 1”.  

Click Series tab
I make these changes in step 2 of the wizard, using the “series” tab.  

Point to series 1, then click in the name area and enter “FY02 count”
To change the title of the series, I make sure the series is highlighted, and then type in the new name.

Point to Category X-axis labels area at bottom of window.
To reflect ages along the x-axis, I need to point to the column of ages on the data sheet.  

Click on icon 
I use this icon to get back to the data. 

Select the list of ages (starting at age 16). 
Then I click and drag with my mouse to select the list of ages that correspond to the data I’m graphing (see how I’m starting with age 16?).

Push <Enter>, point to x axis.
Then I push <enter> to insert that column back into the wizard, and you can see that the values along the x axis now reflect ages.

Push <Next>, point to tabs
I move on to the next step.  This one allows you to make various changes to your chart to make it fancier, add labels or titles, and such.  You can experiment with these and use them or not as the case requires.

Add title, Age Distr of Army Employees, EOFY02
I’m going to go ahead and add a title.

Click <Next>.
Now I’m at the last step of the wizard.  

Select save as new object.
Here I will elect to save my graph as a separate “page” rather than embedded with all the numeric data.  

Enter Age FY02
I’m also going to give it a name.

Click <Finish>
I’m done.  

Point to tabs to show chart vs. data
Now my graph is part of my spreadsheet, and can display it or go back to the numeric data using the tabs at the bottom of the spreadsheet.

Point to file– save as.
From here I can also go ahead and save my spreadsheet for later use.  That’s it – 

Thanks for watching!
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