
Tutorial: Use Excel to Analyze a Single 
Course Over Time 
 

In this example, we are looking at course data for the last ten (10) years.  This tutorial 
will show you how to do the following: 

a. Iden�fy duplicate data (i.e. students that retook a course) 
b. Make a dataset that only shows unique values for analysis. 
c. Create pivot tables and charts to review and analyze data. 

 

Step 1 - Download dataset from Red Raider Registry 
A. To start, select the course and select the Subject and Course Number that will be 

analyzed. Then select the �me period.  For this example, the dates are for 
courses that occurred in the last ten (10) years. 
 

 
 

B. Download the data and save the .csv file 
 

 
 



Step 2 -  Review Dataset and Prepare Data for Analysis 
 

a. Review the row count.  Click on column B to see how many rows were counted. In 
this example, there is a count of 23,566 rows. This indicates that there are 23,566 
student records. 
 

 
 
b. To iden�fy students that have retaken a course, it is important to sort the data. Select all 

columns in the worksheet and then select Home > Edi�ng > Sort & Filter > Custom Sort. 
 

 
 

c. Sort by unique iden�fier (A to Z) and academic period in descending order (largest to 
smallest).  



 

 
 

d. The data is now displayed in the proper order to iden�fy duplicate values (repeat students) 
and when they took the course (most recent shows first). 

 
 

Step 3 - Iden�fy Duplicates in the Data Set 

A. Select the Unique Identification column. Then use conditional formatting to identify 
duplicate values. 
 

B. Select Home > Conditional Formatting > Highlight Cells Rules > Duplicate Values 
 

C. Highlight the duplicates in the sheet and select OK. 

 



Step 4 – Use COUNTIF Func�on  
 
a. The COUNTIF Func�on allows a user to count the number of �mes a Unique 

Iden�fier appears in the data set.  Since the data was sorted by Unique Iden�fier and 
Academic Period (descending) the data will indicate the maximum number of 
atempts first. 
 

b. Create a new column (Course Attempts) that will indicate the number of times a 
unique id took the course and enter the COUNTIF formula. 
 

 
 

c. If you are on Excel 365 you may use =COUNTIFS(range, range) 

 

d. Values >1 in this column indicate the number of times a course was attempted by a 
student.   

Step 5 – Remove Duplicate Values 
 
Please see the How to Guide on Removing Duplicates. 
 

Step 6 – Create a Pivot Table and Pivot Chart 

Pivot tables and pivot charts are an excellent way to analyze large datasets. In this 
example, we will make both a pivot table and pivot chart to analyze the course attempts 
of each term over the last 10 years.   

a. Highlight the data in the new tab that was created from Step 5 above.   
 

b. Insert a pivot chart and table by clicking on Insert tab on the ribbon. 
i.   Insert > Charts > Pivot Chart > PivotChart & PivotTable 



 

ii. Select From Table/Range and place the pivot table in a new 
worksheet. Select OK. 

 

iii. Select how the data will be displayed in the pivot table. For this 
example, we are looking at the total number of times students took 
the course. 



 

ii. The data is now displayed in the existing worksheet as a pivot table and pivot chart.  

 



 

Step 7 – Use Built-in Filters to Analyze Trends 

a. Analyze the courses that occurred in the Spring over the past 10 years. For this 
example, we will use the built-in filters in the chart. 
 

 
b. Click on the ACADEMIC_PERIOD filter. Select Label Filter > Ends With 

 

 



c. All TTU Spring terms end with a “57” so we will enter 57 in the search field. 

 

d. Now our chart only shows results for Fall over the past 10 years. 

 

e. We can also filter the Course Attempts to show all attempts > 1. 

 



f. Now we see all multiple attempts. 

 

Step 8 – Merge the Course Data with Demographic Data  

a. Follow the instructions on how to merge two spreadsheets into one. 
https://appserv.itts.ttu.edu/RedRaiderResearchRegistry/helpdocs/Use%20Po
wer%20Query%20To%20Combine%20Spreadsheets.pdf  

b. Now we can analyze the data using demographic data by creating additional 
pivot tables. 

c. Here are some examples of various ways to use a Pivot Chart and Table for 
analysis: 

Analysis by Gender 

 

Is an Interna�onal Student 

 

 

https://appserv.itts.ttu.edu/RedRaiderResearchRegistry/helpdocs/Use%20Power%20Query%20To%20Combine%20Spreadsheets.pdf
https://appserv.itts.ttu.edu/RedRaiderResearchRegistry/helpdocs/Use%20Power%20Query%20To%20Combine%20Spreadsheets.pdf
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