You are working as a Registration Clerk at a small county hospital. You and your colleagues have noticed that the waiting area has been more full than usual in the past few months. You conclude that patients are either not being picked up in a timely manner for their appointments or they are arriving much earlier than usual for their appointments. You’ve brought this up to your supervisor and they have asked you to take a look at the registration data to identify some trends and send an interoffice memo out summarizing what you find in the data.
To get started, your supervisor has sent you an Excel file with a random sample of 100 patients’ visit times (Data from your supervisor: PATIENT APPOINTMENT TIME[image: review the document] DATA[image: review the document]). Take some time to familiarize yourself with the data. You will also need to use the data provided to come up with a new piece of information: the wait time. This column has been created in your Excel document.
· To start, be sure to format the wait time column. Format Cells>> Custom>>h:mm:ss (for hours minutes seconds).
· Next, calculate the wait times utilizing an Excel formula. Some wait times will calculate to ##### in place of a number when there was no wait time. In those cells, replace the ##### with a 0. Format those cells to stick out by highlighting the cells in yellow. 
· We want to know what the average wait time has been. Calculate this using the AVERAGEfunction.
· Next, you want to clean up the Gender column. Use the Find and Replace feature to replace F with Female and M with Male.
· You know your supervisor is particularly interested in the afternoon wait times. To help draw their eye to these times, use the Conditional Formatting tool in the tool ribbon across the top. In the Appt. Time column, any time greater than 12 should be formatted to display those cells with a light pink background and dark red text. 
· Next you want to pull the Average wait time for afternoon appointments (anytime after 12:00). Use the Sort and Filter Feature > Custom Sort to sort by Appt. Time by cell color pulling the light red columns to the top.Use the AVERAGE function to find the average afternoon wait time. Then use the same function to find the average morning wait time. 
 
· Finally create two charts for your summary. To create these charts, you will need to copy and paste the data to a separate Excel sheet before you begin making these charts. If you attempt to create charts with the data you've sorted and formatted following the instructions above, you will undo all of the work you put into the above formatting. 
· (1) A bar chart that demonstrates the average afternoon and morning wait times. You are trying to draw attention to the difference. Be sure the chart has a title, the right information is provided and do add data labels.
· (2) Create a line chart with marks that shows average wait times by month. Be sure the chart has a title and add in the data labels and trend line features. Your months should be displayed across the bottom with wait times running vertically. Remember, including months you don't have data for will skew your chart. 
Your interoffice memo summary should be addressed to Jessica Sloane, Registration Manager. The memo should start with a paragraph that summarizes the most important information you learned from your analysis and provides your suggested solutions, if appropriate. From there you may offer 1-3 more paragraphs describing your findings and supporting those findings with your charts. Your charts should be copy and pasted into your memo document to support your findings. Be sure your charts have clear titles. 
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