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Learning intentions

We will be learning how to apply data cleansing techniques to cleanse a dataset using 
Excel, specifically,

• how to rename variables

• how to drop unrequired rows and variables

• how to drop duplicates

• how to handle missing data and outliers



Background

In Data Cleansing in Excel, you learnt approaches 
and techniques for cleaning data. 

The purpose of this step in the analysis steps is to 
prepare the data for future analysis.

This is an important step because datasets are 
almost never clean.
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The data
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In this lesson you will be cleansing a music dataset that contains information about popular 
songs from 1945-2019. The data is originally from Spotify.

In the ‘Practise dataset understanding in Excel’ lesson we completed the data understanding 
of this dataset. 
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Here is what we discovered:

• there are 647 rows and 10 variables
• 3 of the variables are strings, 4 are integers and 3 are floats
• it is in a wide format 
• the BPM variable contains 2 outliers: -20 and 2969
• 65% of the values for the decade variable are missing
• 95% of the values for the loudness variable are missing
• there are 3 rows in which all the data-items are missing



Data cleansing steps
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Here are the steps you will take in this lesson,

Rename 
variables

Drop 
duplicates

Drop 
variables

Drop rows

handle missing data and outliers



Reminder: Renaming variables

?FirstName LAST-
NAME

var3 ret Response

Rosie Love 44 22 NaN
Greg Hill 65 NaN NaN
Molly Jones -2 NaN NaN
Isla Well 234 NaN NaN
NaN NaN NaN NaN NaN
NaN NaN NaN NaN NaN
Barry McNeil 22 44 NaN
Barry McNeil 22 44 NaN

first_name last_name age years_to_
retirement

response

Rosie Love 44 22 NaN
Greg Hill 65 NaN NaN
Molly Jones -2 NaN NaN
Isla Well 234 NaN NaN
NaN NaN NaN NaN NaN
NaN NaN NaN NaN NaN
Barry McNeil 22 44 NaN
Barry McNeil 22 44 NaN

Good variable names:

• are consistent (i.e. they use a naming 
convention)

• are meaningful

• don’t include characters that might cause 
issues (e.g. ‘?’)

rename variables

Why rename variables? Good variable names make it easier 
to read and understand the dataset and avoid issues with 
code not working as expected.



Reminder: Dropping duplicate rows

Why drop duplicates? Duplicate rows in your dataset might change the result of any 
calculations you perform (e.g. a count of the number of people who responded to a 
survey).

first_name last_name age years_to_
retirement

0 Rosie Love 44 22
1 Greg Hill 65 1
2 Molly Jones -2 68
3 Isla Well 234 168
6 Barry McNeil 22 44
7 Barry McNeil 22 44

drop duplicates

first_name last_name age years_to_
retirement

0 Rosie Love 44 22
1 Greg Hill 65 1
2 Molly Jones -2 68
3 Isla Well 234 168
6 Barry McNeil 22 44



Reminder: remove duplicates in Excel

Highlight the data you would like to remove duplicates from. 

On the ‘Data’ ribbon find the option in the ‘Data Tools’ section called ‘Remove Duplicates’. It looks like some boxes 
with a cross next to them.  



Next steps

Complete questions 1 & 2 

in section 1 in the 

‘Practise Data Cleansing 

in Excel’ workbook.



Reminder: Handling missing data or outliers

There are 3 options for handling missing data or outliers.

Remove Replace Leave as is



Reminder: Filter to find missing/outlier values

Filter the dataset to show all the values that 
need to replaced/removed. 

Reminder: to turn on the filter press the 
following

Windows Ctrl + Shift + L

Mac Command + Shift +L



Dropping rows

A dataset may contain rows that do not contain useful information. For example, all or most of 
the data-items in the row may be missing. 

These rows can be dropped without losing any useful information.

Why drop rows? Rows with missing data may change the result of any calculations you perform.

drop rows

first_name last_name age years_to_
retirement

0 Rosie Love 44 22
1 Greg Hill 65 1
2 Molly Jones -2 68
3 Isla Well 234 168
4 NaN NaN NaN NaN
5 NaN NaN NaN NaN
6 Barry McNeil 22 44
7 Barry McNeil 22 44

first_name last_name age years_to_
retirement

0 Rosie Love 44 22
1 Greg Hill 65 1
2 Molly Jones -2 68
3 Isla Well 234 168
6 Barry McNeil 22 44
7 Barry McNeil 22 44



Reminder: Dropping unrequired rows in Excel

If you have rows that need to be dropped you can,

1. Filter your dataset (Crtl+Shift+L to turn on filter) so 
you can only see the rows that need to dropped

2. Highlight all the rows that need to be deleted

3. Right click on any cell in the highlighted rows

4. Select Delete Row. 



Dropping variables

A dataset may contain variables that are not needed for the problem you are trying to analyse or do
not contain useful information.

These variables can be dropped (i.e. removed) without losing any useful information.

Why drop variables? Dropping these variables can make the dataset easier to read and understand.

drop variable

first_name last_name age years_to_
retirement

response

Rosie Love 44 22 NaN
Greg Hill 65 1 NaN
Molly Jones -2 68 NaN
Isla Well 234 168 NaN
NaN NaN NaN NaN NaN
NaN NaN NaN NaN NaN
Barry McNeil 22 44 NaN
Barry McNeil 22 44 NaN

first_name last_name age years_to_
retirement

Rosie Love 44 22
Greg Hill 65 1
Molly Jones -2 68
Isla Well 234 168
NaN NaN NaN NaN
NaN NaN NaN NaN
Barry McNeil 22 44
Barry McNeil 22 44



Reminder: Dropping unrequired columns 

Once you have found a column that needs to be deleted, right click on any cell in that column. Then click on 
Delete.



Next steps

Complete questions 1 to 13 

in section 2 in the 

‘Practise Data Cleansing 

in Excel’ workbook.



Learning checklist

I can change the name of a variable to a chosen naming convention in Excel

I can remove rows and variables in Excel

I can remove duplicate rows in Excel

I can remove rows which contain outliers in Excel



How you can use this lesson
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Alternative format

If you require this document in an alternative format, such as large print or a coloured background, 

please contact 

hello@effini.com

or 

4th Floor, The Bayes Centre

47 Potterrow

Edinburgh

EH8 9BT


