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ABSTRACT: 
This presentation starts by illustrating the conversion of different kinds of data into SAS data sets. 
Specifically, Excel spreadsheets and Microsoft Access tables are converted into SAS data. Then, these two 
different data sources are joined with an existing SAS data set. Finally, a series of graphical and tabular 
reports are generated from this combined data. All of these tasks are completed without writing any SAS 
programs 
 
INTRODUCTION: 
Could you be more efficient and get your SAS applications done so much faster if you could point and click 
you way along instead of writing programs?  Of course you could.  And, as an added bonus, you don't have 
to worry about spelling keywords correctly or worry about where to put the semicolons.  A few years ago, I 
was working on a consulting project with an organization that had just installed SAS® Enterprise Guide (EG). 
This was a financial organization and their people were financial analysts, not SAS programmers. They knew 
how to make Microsoft Excel do cartwheels, but never heard of a DATA step.  I arrived on site less than 2 
weeks after EG was installed, and was amazed at how quickly they picked up where to point and click, and 
where to drag and drop.  Most users were moving their mouse so fast, their hands turned into a blur.  
Needless to say, I was amazed at how quickly they learned how to operate within this SAS environment 
known as EG.  This hands-on-workshop will show you how to do a number of very useful things very quickly.  
If you have not already done so, you will be amazed at how quickly you can accomplish 
and master a multitude of tasks within Enterprise Guide.  This paper is divided into x sections.  The first one 
examines ways to access different kinds of data by simply using your mouse.   
 
 
1.  ACCESSING MICROSOFT ACCESS DATA: 
This presentation follows the daily task of a fictitious Insurance company. They need to process massive 
amounts of claims data. Some of this data is found in an Excel spreadsheet, some is located in a Microsoft 
Access table, and the rest is located in a SAS data set.   For the purposes of this workshop, all three of 
these data sources are located in a folder called 'Workshop_2'.   
 

 
 

Figure 1.  The workshop data  
 
The first step is to access these three data sources and combine them into a single SAS data set.   First, lets 
go after the Southeast region claims found in a Microsoft Access table in the DEMO.MDB database.   
 
1.  From Enterprise Guide, select:   File    Open    Data.  (see figure 2.).  This action opens the Open   
     Data window. 
 
2. From the Open Data window,  browse to find the  Workshop_2  folder.    Select demo.mdb, then click 
    on the Open button  (see figure 3.).    
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Figure 2.  Accessing the data 
 

 
 

Figure 3.  The data location 
   
This initiates the Import Data task.   This task has a series of four windows to navigate. On the 1st  window, 
just accept the default values and if you don’t want the default name of the SAS data set 
( DEMO_0002), then you can specify one.   See Figure 4.   Then select Browse  

 

 
 

Figure 4.  Screen 1 - Import Data task 
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Selecting Browse opens the Save File window.    In the Save File window, select the WORK library,  then 
specify the name of the SAS data set (SE_CLAIMS),  then select Save.   This takes you back to Screen 1.   
Selecting  Next  takes you to screen 2.   See Figure 5. 
 

      
 

Figure 5.  Screen 2 - Import Data task 

 
Select Next> to go to Screen 3 of 4.  On the third screen (see figure 6.), select the columns to include in the 
SAS data set.  In this case, we want all of then, so just select  Next >.   
 

 
 

Figure 6.  Screen 3 - Import Data task 
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On the fourth screen, just accept the default values, then select Finish.  This completes and runs 
the Import Data task.  The process flow window now looks like this (see Figure 7.)  
 

   
 

Figure 7.  Process Flow window 
 
What looks like the name of the data set in the process flow window is actually the data set label.  
If you right click on the data set and select Properties, you will see that the actual name of the 
data set is WORK.SE_CLAIMS.   
 
The next task is to get the data for the ‘Ohio Valley’ region which is in an Excel spreadsheet.   We 
will do this after we complete the first exercise.  
 
EXERCISE 1. 
 
If you have not already done so, import the SE_CLAIMS access table and create a data set  
named WORK.SE_CLAIMS.   When finished, the process flow window should look like Figure 7. 
 
 
 
 
2.  ACCESSING MICROSOFT EXCEL DATA: 
 
You will notice a lot of similarity between section 1. and section 2.  To access the data for the Ohio Claims, 
which is in an Excel spreadsheet, select  File --> Open --> Data from the Process Flow window.  See 
Figures 2 and 3.  This time, from the Open Data window, select the Excel spreadsheet (Ohio_Valley 
Claims), then select Open.   Again, this spawns the Import Data task which takes you through a series of 
four screens.  
 

 
 
Figure 8a.  Top portion of Screen 1 
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Figure 8b.  Lower portion of Screen 1 
 
There are at least two things to notice: the default name of the SAS data set to be created ( work. 
Ohio_Valley_Claims), and the Finish button is un-grayed.  If you want all the default behavior of the Import 
Data task, (and we do), then select Finish.  This completes and runs the Import Data task and creates the 
WORK.Ohio_Valley_Claims data set.   Now the process flow window looks like this... see Figure 9.  
    

 
 

Figure 9.  Process Flow window   
 
Again, what looks like the name of the SAS data set is a data set label.  If you right click on the new data set 
and select Properties, you will see the actual name of the data set is WORK.Ohio_Valley_Claims.  
 
  
EXERCISE 2. 
 
If you have not already done so, import the Ohio_Valley_Claims spreadsheet and create a  data set named 
WORK.Ohio_Valley_CLAIMS.   When finished, the process flow window should look like Figure 9. 
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3.  ACCESSING THE CLAIMS_2019 SAS DATA SET: 
 
 If we know the library where CLAIMS_2019 is located, we can expand the library list until we find the data 
set, then just drag and drop it into the Process Flow window.   If there is NOT a SAS library established 
that contains the CLAIMS_2019 data set,  then select File --> Open --> Data and browse to the location 
(folder) where this data set is located.  Since this data is already in the form of a SAS data set, the data set 
icon appears in the Process Flow window.  See Figure 10.    
 

 
 

Figure 10.  The Process Flow window 
 
Note:  The default behavior for Enterprise Guide is to Open the SAS data set when you bring 
it into the Process Flow window.  If the data set does not open right away, then double click on  
its icon in the process flow window and the data set will open.   
 
 
4.  MANIPULATING THE DATA 
 
Now that all the data appears in the Process Flow window, the next task is to combine all the data.  To do 
this, we are going to start by opening the Claims_2019 data set by double clicking on it.   Then select Data   
--> Append Table...  
 

 
 

Figure 11.   Initiating the Append Table task 
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When the Append Data task opens, it looks like Figure 12.  
   

 

 
 

Figure 12.  The Append Table task 
 
The CLAIMS_2019 is considered the BASE table, and we want to ADD to the base.  The first thing to do is 
to click on the Add Table button.  We want to ADD the SE_CLAIMS and OHIO_VALLEY_CLAIMS table to 
the base.  The Add  Table button opens the Open Data window.   
 

 

 
 

Figure 13.  The Open Data window 
 
When the Open Data window opens, the current project is the initial view.  From it, select the 
WORK.OHIO_VALLEY_CLAIMS data set, then select Open.  The Append Table window now looks like this 
(see Figure 14). 



 8

  

 
 

 Figure 14.  The Append Table task 
 
Select the Add Table button again to repeat the process to add the SE_CLAIMS data set.  When all three 
data sets appear in the Append Table window, select Run.  The Process Flow window now looks like this...  
 

  
 

Figure 15.  The Process Flow window 
 
The default name of the appended data set is WORK.APPEND_TABLE.  The presenter will show you how to 
modify the Append Table task render a 'customized' name for the data set.  
 
 
 
EXERCISE 3. 
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If you have not already done so,  append the three tables so that the Process Flow looks like Figure 15.  
Let  the name of the resulting data set default to WORK.APPEND_TABLE. Or give it another name of your 
choice.    
 
Now that we have the three tables appended, we can proceed to analyze the data and generate 
some reports.   
   
 
4.  REPORT GENERATION 
  
The first report we want to generate will have more to do with analyzing the data to detect possible ‘dirty’ 
data.   Let’s first look at the Regions.  There should be only six regions represented in the data.  Are there 
six regions?   How can we find out quickly ?   Open the Append_Table data set and select Describe -->  
One-Way Frequencies as shown in Figure 16. 
 

. 
Figure 16.  Initiating the One-Way Frequencies  task  
 
When the One-Way Frequencies Task opens, drag Region and drop it on the Analysis variables slot.   The 
Run button becomes 'un-grayed', so select it.  
 

 

 
 



 10

Figure 17.  The One Way Frequencies task 
When this task runs, it generates the output seen in Figure 18. 
 

  
 

Figure 18.  One-Way Frequencies task output   
  
There are six regions identified in this report and that is how many regions are in the data.  Next  open 
the Append_Table data set again.  From the open data set, select  Describe --> Summary Statistics...   
 

 
 

Figures 19.  Initiating the Summary Statistics task 
 
From the Data panel of the Summary Statistics task, make the screen look like Figure 20.  
 

  
 

Figure 20. The Summary Statistics task 
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Make Total_Paid the Analysis variable, and Region the Classification variable, then select the Basic 
Statistics panel.  Deselect all the default statistics and select the Sum statistic.  Next, select Run.   Look at 
Figure 21 to see the output.  
 

 
 

Figure 21.   Summary Statistics task output screen 
  
The only way to 'format' this output is to control the number of decimal places. Since Total_Paid is a 
monetary value, we want to add commas and a dollar sign to the output.  Select Modify Task at the top of 
the output screen.  Select 'Results' from the list on the left side of the window (see red arrow below).   From 
the Results panel, (1.) select Save statistics to a data set and (2.) uncheck Show statistics.  Select Run. 
 

     

   .   
 

 Figure 22.  The modified Summary Statistics task. 
 
The resulting data set is shown in Figure 23.  
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Figure 23.  The data set created from the Summary Statistics task 
 
Notice that when you look at the data set this way, you see the effects of the dollar format on the variable 
total_paid_sum.  We can turn this view of the data set into a report by selecting Describe --> List Data. 
This opens the List Data task.  From the Data panel, drag the variables region and total_paid_sum and 
drop them as the two List variables.   
 

 

 
 

Figure 24.  The List Data task 
 
Next, select Run.  This generates a PROC PRINT report which reflects the effects of the formats. 
 

 
 

Figure 25.  The List Data task output 
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Next, lets generate a vertical bar chart showing the amount of claims paid by region and year.  From the 
open data set, select Graphs --> Bar Chart... as shown in Figure 26.  
 

 
 

Figure 26.  Initiating the Bar Chart task 
 
 
From the Gallery screen, select 3D Grouped Colored Vertical Bar.  
 

 

 
 

Figure 27.  The Bar Chart task gallery 
 
Next, select the Data panel.  When the Data panel opens, drag paid_year and drop it on 'Columns to Chart'. 
Drag region and drop it on 'Group bars by'.  Finally,  drag total_paid and drop it on 'Sum of'.   See the next  
page.  
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Figure 28.  Bar Chart data panel  
 
Next, select the Bars panel.  On this screen, select 'One bar for each unique data value'.  This is necessary   
because the charting variable paid_yr is numeric.  Undesired results would be generated if this is not done. 
 

 
 

Figure 29.  The Bars panel of the Bar Chart task.  
 
Next, select the Advanced panel. 
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From the Advanced panel, make sure the statistic is Average,  then select Run. 
 

 

 
 

Figure 30.  The Advanced Panel of the Bar Chart task  
 
The report looks like this...  
 

 
 

Figure 31.  The Results of the Bar Chart task 
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Many more reports will be generated in the Hands-on-Workshop as exercises.  
.   
 
 
 
CONCLUSION 
 
The results of almost every SAS program can be accomplished by dragging and dropping and pointing and 
clicking your way through Enterprise Guide.     
 
 
SAS and all other SAS Institute Inc. product or service names are registered trademarks or trademarks of 
SAS Institute Inc. in the USA and other countries.  ® indicates USA registration.  
  
Other brand and product names are trademarks of their respective companies.  
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