CIM Process of Analysis
Fall 2013
Retrieving Data From Site:
· Log in
· Select Evaluations
· Select Analysis
· Select All or Frequencies
· Select Evaluation
· Select Tools (This is where you choose which section of the CIM to work with, i.e. resident survey.)
· Set Specific Questions (It may take a second to pop up)
· Choose specific questions or select all. You can select all and then unselect unwanted items as well (i.e. address).
· Apply
· Run Report (It may take a minute to appear below.)
· Export Drop (Looks similar to a save button)
· Export to Excel
· A bar will appear below. I suggest opening it and manually saving it to the location of choice.
To select individual zones (or a couple specifics, like D1, D2, and D3)
	Once you’ve selected the tool and questions, in the section where the questions are shown, you’ll see tabs on the right. Select location. Most are under place, so select that from the menu. A box will appear below that will provide the options. 

Cleaning Up The Data:
Before you do any analyzing, you will want to fix a few things.
For Pivot Tables:
	You will want to go through and shorten the question to as few words as possible.
For Frequencies:
	For some reason this will export with several cells merged, some cells hidden, and the numbers not registering as numbers. If any one of these things is not fixed, the graphs will not give you anything but nonsense. So try to fix it before you start working or you may cause undue stress later when you can’t figure out why it isn’t working. Also if numbers are the category, you will want to add a label behind them or Excel may get confused. Sometimes it will work, other times it will graph those numbers. If you fix it now, you won’t have to worry about it.
	Fixing in Excel (As of 2013):
	On the top ‘ribbon’, home tab:
In the Alignment section, the merge and center button will make five cells one or one cell five (if previously merged). To unmerge, just click. The extra cells will need to be deleted. Blank spaces in a graph area confuse Excel as well and it will not graph for you.
You can either manually correct the hidden cells, but some may sneak by and be hiding information (for what purpose, I have no idea). It is quicker and easier to just find the Cell section and select format. A drop menu will show up. Select AutoFit Row, and AutoFit Column. No more hide and seek.
	Correcting the Numbers:
	Select the number, or row of numbers, and a little yellow error icon will appear. Click on it. Select convert to number. Problem solved.

Pivot Table:
The hardest part about pivot tables is figuring out what the table is telling you. Creating it is simple:
· Select all of the data you may be interested in using, either manually or by clicking the triangle on the left side where the rows and columns meet (This will select all of the data, which is okay).
· Go to the Insert tab in the ribbon. In the tables section (very first section) select pivot table. A window will pop up.
· In the window, you set the data and where the table will go. You already chose the data, and it knows that. As for where, I recommend sending it to a new worksheet. Click Okay. The new worksheet will open and look intimidating.
· There are three parts to a table: the row labels, column labels, and values. The I.D. (or whatever one looks like gibberish) always goes in the Values section because somehow it makes sense to Excel. If it does not automatically convert to ‘count of I.D.’, hit the arrow on the variable and select ‘Value Field Settings’ and set it as count, but it usually does it automatically. Then pick the two items you want compared. This is where that data clean up saves time, because many of the questions start with the same first few words so they will all look the same. Just select the variable you want and drag/drop it into the box you wish it to be in. Many of the tables I made with this were comparing zones (in row) to the other questions (in column) to see if there were notable differences. 
· You can change the counts to percentages by selecting something in the table, going to Pivot Table Tools, Options tab, Calculations section, Show Values As button. A menu will drop. I used both column total and row total. This told me, for example, that the highest percent of Zone C felt very safe in their homes and that of those who said they felt very safe, Zone C made up most of those responses.
· Then the fun begins in interpreting. Sometimes, the meaning is obvious. Sometimes, it’s more difficult. To add to it, you can also insert a slicer (Pivot Table, Options, Sort/Filter) that will further divide the data. So, for example, you can see how people who live in a zone feel safe and feel the police response is fair, but not great. Yep, it’s a brain teaser, but interesting to see.
· In the pivot table, you will want to select the ‘row label’ & ‘column label’ and deselect the ‘blank’ section. This is just the count of people who didn’t answer. It adds no information for us, so leave it out. There’s no need to include it.
· You may need to rearrange the labels to the correct order. Just click and drag.

[bookmark: _GoBack]Frequencies:
Frequencies were the most useful as far as I found. This is what you will want to make the majority of graphs for individual pieces of data.
· Once exported into Excel, this is where you will find the merged, hidden, and ‘non-numeric’ cells. You can fix it all while on the one sheet, or fix it as you move it to new sheets. I found this to be easiest broken from one document into categories. You can just cut and paste, and then rename the tab.
· To make a graph, select the labels and data (leave out totals and titles). Go to the Ribbon, Insert tab, charts sections, and select whatever chart you’d like for that particular data (stick with 2-D designs, basic really is better). Sometimes combining information from two pie charts is more useful (in property observations, I combined minor repair items and major repair items) or a bar graph should be broken into separate pie charts (Block observations, I broke the street conditions and sidewalk conditions into separate pieces).

Things to Keep in Mind:
· If it looks like a mess to you, it will look like a mess to your audience. Either write out what it tells you or play around with the chart types until you find a better fit. Sometimes percentages are the way to present data. If you want percentages in a chart, do a 100% stacked bar (not column); it’s easier for the brain to register the information. And again, 2-D may not look as cool, but when presenting, less is more.
· Be the expert of your data. Of all the time you put into this, maybe 5% will actually be presented. And that’s okay. Because with the extra effort you put in, when those ‘tough’ questions are getting asked, you will be prepared to answer. This data tells a lot of information; no one group can use it all. But as the one working with it, you’ll know what matters to what group. You’ll know what’s significant, and if there’s a piece they feel is more significant and you didn’t include it in the handout, you will still have a general idea of what it said or can provide it easily, because you already ran the numbers.
· Also, because you are the main person working on it, it should be organized to make sense to you. It only has to make sense for other people when you are ready for other people to check it out. This goes for the data itself and the places you save it. Have 20 separate folders or just one. You know what makes sense to you. Do that.
· NWA has a lot of really useful resources to answer your questions or give you direction when you feel lost. They have stuff for every step of the way. You will use some of it daily, and some of it is just good to know. Check it out. Ask questions. Have confidence.
· Some stuff can’t be done in Excel (at least I couldn’t find it) and you’ll have to do it by hand (i.e. grouping ages). And sometimes printing stuff out to look at will help, like comparing graphs quickly.
· Once you understand the data, you can help others understand it. Just relax and start small. Before you know it, you’ll be typing up what you did for the next person, too.
