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LS Recap
P RI N CI P L E s of good data management Database Management ensures that:

Typical Tidy & Machine-
Dataset —- Readable Dataset

Transforms into

Structure File Type Column Headers:

e Relevant fields can be e Generic Formats e Only use alphanumeric and these 2 special characters . _
extracted and used (e.g., CSV which can be ;¢ Use "and" instead of "&"
without human input presented in excel) e Each header must be unique

TIDY DATA*{ ‘ Each column represents

°°°°°°°°° A a variable (e.g., Name) Numeric Variables

In a Dataset:
CCA _and _ e Expressed as full numbers

Name Teacher Score_1 Score_2 Attendance
e Should not have commas

Leadership_Points

Each row is an

observation Should not have units
(e.g., I Alexis Ms Teo 780 Express percentages either
A Student) in decimal (0.9) or in full

Beatrice Mr Lim 1000

t (90%), but not both

Textual Variables \

Charles @ 15900 . . v
Should not ———P. Be consistent with ~
have line the format throughout
br.ea.ks David Mr Tan 1200 55 65 92 the column!
within cells

Refer to Infoposter #14
on Data Management (l)
to find out more!

HAVE A DATA DICTIONARY

A Data Dictionary explains

I need help Eva! I received a Oh no! That's because you weren't what the values and texts in
dataset and I' m not sure what given information about the data. the dataset represents, how
the different rows and columns This is typically stored in a Data they were calculated, etc
mean, and how the scores were Dictionary, which is stored o

calculated. separately from the data What's a DATA This helps users understand
- : Data Dictionary? mEumypEnl ool how they should use the data.

calculated\l\ special

. .

or derlved S otal Score = Section A score + 0 (lowest) tm(lju vta.luet:nea:: that V markers (e'gw
Valu eS, “OT¢ | section B score + Section C score | 100 (highest) >HHEENE 15 absENt oM

e th ALL tests 9999) or null
proviae the value (i.e. no
formula VElE
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=—— S 'l?)/[ N The Full N f the stud value means
= 8 pOSS| e ame e Full Name of the student (|f appllcab[e)
© Gender | The Gender of the student M= Male .
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Input) means

A

PITFAI-I-S of data entry  Rpesylts in unwanted categories during analysis

INCONSLSITENI L
CAPLTALLISATILON JATEGUORICAL LABELS
Eg: Male & Malel Eg: Male & male Eqg: &
Ensure that your labels do not Ensure that your labels have Ensure that your categorical
contain any unnecessary spaces consistent capitalisation - labels are consistent -

Want to | | | | -
know more? Here is a toolkit that provides a step-by-step guide on how to make a Data Dictionary:

— https://www.secoda.co/blog/how-to-crecte-a-data-dictionary-a-step-by-step-guide




