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,Q�0LFURVRIW�([FHO��D�ZRUNERRN�LV�WKH�ILOH�LQ�ZKLFK�\RX�ZRUN�DQG�VWRUH�\RXU�
GDWD��%HFDXVH�HDFK�ZRUNERRN�FDQ�FRQWDLQ�PDQ\�ZRUNVKHHWV��\RX�FDQ�RUJDQL]H�
GLIIHUHQW�NLQGV�RI�LQIRUPDWLRQ�LQ�D�VLQJOH�ZRUNERRN��$�ZRUNVKHHW�FRQWDLQV�
FHOOV�RUJDQL]HG�LQWR�FROXPQV�DQG�URZV��:RUNVKHHWV�DUH�DOVR�FDOOHG�
VSUHDGVKHHWV��:KHQ�\RX�FUHDWH�D�FKDUW��\RX�FDQ�SODFH�WKH�FKDUW�RQ�WKH�
ZRUNVKHHW�ZLWK�LWV�UHODWHG�GDWD�RU�RQ�D�VHSDUDWH�FKDUW� VKHHW� �
�
7KH�QDPHV�RI�WKH�ZRUNVKHHWV�DSSHDU�RQ�WDEV�DW�WKH�ERWWRP�RI�WKH�ZRUNERRN�
ZLQGRZ��7R�PRYH�IURP�VKHHW�WR�VKHHW��FOLFN�WKH�VKHHW�WDEV��7KH�QDPH�RI�WKH�
DFWLYH�VKHHW�LV�EROG��7R�FKDQJH�WKH�QDPH�RI�D�ZRUNVKHHW�ULJKW�FOLFN�RQ�WKH�
VKHHW�WDE�DQG�VHOHFW�5HQDPH��WKHQ�W\SH�LQ�WKH�QHZ�QDPH��
 
 

 

Worksheets 

7R� PDNH� D� FKDUW�
GR� WKLV� �
�� 7\SH�LQ�\RXU�GDWD��
�� 6HOHFW�WKH�GDWD�

�FOLFN�DQG�GUDJ�XQWLO�
FHOOV�DUH�HQFORVHG�²�
WKH�ILUVW�FHOO�
UHPDLQV�ZKLWH���

�� &OLFN�RQ�WKH�
´&UHDWH�&KDUWµ�
EXWWRQ��

Create char t button 
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� ��, Q�VWHS�� �\ RX�FDQ�GHFLGH�LI �\ RX�ZDQW�\ RXU�GDWD�WR�EH�VKRZQ�LQ�URZV�RU�
FROXPQV��
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

� ��&OLFN�RQH�WLPH�RQ�WKH�
&KDUW� W\ SH�DQG�WKHQ�RQ�WKH�
&KDUW� VXE� W\ SH�WKHQ�FOLFN�
DQG�KROG�RQ�WKH�´3UHVV�DQG�
KROG�WR�YLHZ�VDPSOHµ�EXWWRQ�
WR�SUHYLHZ�ZKDW�\ RXU�GDWD�
ZRXOG�ORRN�OLNH����
�
&HUWDLQ�W\ SHV�RI �FKDUWV�PDNH�PRUH�
VHQVH�ZLWK�FHUWDLQ�W\ SHV�RI �GDWD��
7KLQN�DERXW�WKH�EHVW�ZD\ �WR�VKRZ�
\ RXU�GDWD�VR�RWKHU�SHRSOH�ZLOO�
XQGHUVWDQG�LW��

�
� ��: KHQ�\ RX�GHFLGH�RQ�WKH�
FKDUW�\ RX�ZDQW�WR�XVH��FOLFN�
WKH�1 H[ W! �EXWWRQ��
�
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� ��6WHS�� �RI �WKH�&KDUW�
: L] DUG�KDV�PDQ\ �RSWLRQV��
7 LWOHV� � $ [ HV� � * ULGOLQHV� �
/ HJHQGV� � ' DWD� / DEHOV� � DQG�
' DWD� 7 DEOH� ��
�
&OLFN�RQ�HDFK�RI �WKH�WDEV�DQG�WU\ �
RXW�WKH�GLI I HUHQW�RSWLRQV��' RQ·W�
VHOHFW�WRR�PDQ\ �RSWLRQV��RU�\ RXU�
FKDUW�ZLOO�EH�FRQI XVLQJ��
�

� ��&OLFN�WKH�1 H[ W� ! �EXWWRQ�WR�
JR�RQ�WR�VWHS�� ��

� �� <RX�FDQ�VDYH�WKH�JUDSK�DV�
LWV�RZQ�SDJH�RU�HPEHGGHG�LQ�
WKH�VSUHDGVKHHW��DV�LQ�WKH�
H[ DPSOH�EHORZ��
�
$ � &KDUW� VKHHW� LV�D�VKHHW�LQ�D�
ZRUNERRN�WKDW�FRQWDLQV�RQO\ �D�FKDUW��
&KDUW�VKHHWV�DUH�OLQNHG�WR�ZRUNVKHHW�
GDWD�DQG�DXWRPDWLFDOO\ �FKDQJH�ZKHQ�
WKH�ZRUNVKHHW�GDWD�FKDQJHV��
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� � ��<RX�PD\ �XVH�WKH�&KDUW�7RROEDU�WR�PRGLI \ �RU�FKDQJH�\ RXU�FKDUW��2 U�\ RX�
PD\ �XVH�WKH�&KDUW�PHQX�DW�WKH�WRS�RI �\ RXU�VFUHHQ��
�

�
�
� � ��, I �\ RX�GRXEOH�FOLFN�RQ�LWHPV�LQ�\ RXU�FKDUW��VXFK�DV�WKH�EDFNJURXQG�FRORU��
EDU�FRORUV��WH[ W��HWF�� ��\ RX�ZLOO�EH�DEOH�WR�FKDQJH�FRORUV��VL] HV��DQG�VW\ OHV��
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� � ��7R�FRS\�DQG�SDVWH�\ RXU�
FKDUW�LQWR�D�: RUG��
3RZHU3RLQW��3XEOLVKHU��RU�
3DLQW�GRFXPHQW��ULJKW�FOLFN�
RQ�\ RXU�FKDUW�DQG�VHOHFW�
&RS\ ��7KHQ�RSHQ�\ RXU�RWKHU�
GRFXPHQW��ULJKW�FOLFN�DQG�
VHOHFW�3DVWH��RU�XVH�WKH�( GLW�
PHQX�Æ�3DVWH� ���
�
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