Excel as a Tool to
Troubleshoot SIS Data for
EMIS Reporting



Overview

* Basic Excel techniques can be used to analyze EMIS data
from Student Information Systems (SISs), from the Data
Collector and on ODE EMIS reports

* This session will demonstrate Excel functions and practical
applications that can be helpful in all phases of the EMIS
data review process



Outline

* Basic Excel Functions

* Text to Columns

* Filtering to Verify Attendance Patterns

* VLOOKUP to Add Names to a Report

* Conditional Formatting to Verify RIMP Code Reporting



Basic Excel Functions

* Wrap Text Header Row
* Freeze Top Row

* Expand All Columns

* Sort

* Filters

* Tabs in a Workbook

* Create a Workbook



Wrap Text Header Row

Select the header row by /Q

clicking on the number “1”

Then select “Wrap Text”




Freeze Top Row
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Expand all Columns
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Click on the triangle between
Column A and Row 1 to select
the entire spreadsheet
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Sort

From the “Data” tab
choose “Sort”

Check “My Data has

Headers”

Iy

Sort by “State Student ID”
Sort on “Values”
Order “A to 2”




Filters

From the “Data” tab
choose “Filter”

Filters will be available
to select in each
column header




Filters, cont’d

Filters show all values in the
selected column

Filters are an effective way
to divide and conquer data
by one or more filtered
values at a time

In this filter example, only values
of N and Y appear in this column




Tabs in a Workbook

Some EMIS reports contain multiple
spreadsheets which make a workbook

Using tabs is an effective way to
organize multiple spreadsheets of
data such as reviewed copies of the
same report

Tabs are located at the

bottom of the spreadsheet \




Create a Workbook

Open an existing spreadsheet
or a new spreadsheet

Click on the plus symbol
to add a new tab

To name a tab, right click on
the tab and select “rename”

Cut and paste data into your
workbook Ctrl A = Select All
Ctrl C = Copy Ctrl V = Paste




Quick Check

Basic Excel functions can be
used to check accuracy and
completeness of EMIS data at
any point during the EMIS
data reporting process.

* Can you use basic functions to set
your spreadsheet up to be user
friendly?

* Can you sort and filter to
troubleshoot a spreadsheet of
data?

e Can you use tabs and create a
workbook?



Text to Columns



Opening CSV files with Excel

* Sometimes when opening a CSV file the data is not separated into
columns

* The data is “comma separated” and is all contained within Column A

* To separate the data into columns, use the Exce
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Text to Columns

Open “EXCEL_2 Text to_Columns1.xls”

@ Select Column A



Text to Columns, cont’d

tab and then
Choose “Text to
Columns”

Select the “Data” /© @




Convert Text to Columns Wizard Step 1

Choose “Delimited”
and “Next ~— |




Convert Text to Columns Wizard Step 2

“Tab” will be selected
by default, select
“Comma” and “Finish”




Data Separated into Columns
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Quick Check

EMIS data is often in CSV (Comma-
Separated Values) format and
typically opens within Excel with the
data separated into columns.
Sometimes the data does not
separate into columns
automatically. Use “Text to
Columns” to separate the data into
columns.

* Can you use the Text to Columns
feature to separate data into
columns?

* Can you identify other situations
when the Text to Columns Wizard
might be helpful?



Filtering to Verify
Attendance Patterns



Filtering to Verify Attendance Patterns

The next set of slides will use filters to verify that calendar
data makes sense with student attendance patterns

e Students are reported with Attendance Patterns
e EMIS Calendars contain Attendance Patterns
e Use Excel to cross check the data



Attendance Patterns and Calendars
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Filter Calendar Display Report
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Quick Check

Student Attendance Patterns are
reported in Student (S) Collections,
while Calendar data with matching
Attendance Patterns are reported in
Calendar (C) Collections. The data
doesn’t meet until Level 2 FTE
Reports are generated. Comparing
the data could prevent issues when
the FTE reports cannot determine a
student’s calendar.

* Are you able to run a SIS query of
calendar related student data?

* Are all student building, grade
level and attendance pattern
combinations appearing in the
Calendar Display report?

* Are students on appropriate
calendars?



VLOOKUP to Add Student
Names to a Report



VLOOKUP to Add Student Names to a Report

The next series of slides will demonstrate how to use the VLOOKUP
function to add names to the Prep for Success report

* The FY16 Prep for Success report was loaded into the Files tab of the Data

Collector and contained FY15 and FY16 Graduates (more specifically 2015 5Yr
and 2016 4Yr graduates)

* In this demonstration we can use the Student Demographic (Gl) Files from the

FY15 and FY16 Graduate (G) Collections since they contain both SSIDs and
Student Names



Files Needed for this Demonstration

* Log into the Data Collector and uncheck “Don’t show expired
collections”

* At the “Data Set” filter choose “G”
* click on “Review” for both Graduation Collection FY15 and Graduation
Collection FY16
 save the Student Demographic (Gl) CSV files

* From the Files tab

» select “Run Query”
 locate the most recent version of the Prep for Success Report
2016G_Prep_for_Success Detail 20161031.xls



Open Demographic Files

EXCEL_5 2015G_Student_
Demographic_(Gl).xls
EXCEL_6_2016G_Student_
Demographic




Copy Data from 2016G Demographic File

E - o Scrambled_2016G_Student_demographic_{GI).xlsx - Excel T —
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
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Highlight dat B 5 & B
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A2 BG9706627

1 |Sta g Period Building IRN EMIS Student ID Number Last Name First Name Middle Name Date of Birth
and Cli Ck a“ CO py” 2 |BGo706627 2016 G 012345 R0O0123457 RENMER SALLY MARGE i

3 |DG1399474 2016 G 012345 R0O0123461 STULFORD HAROLD LEE

4 |DI2382114 2016 G 012345 RO0123466 SCHNEIDER JAMES THOMAS

5 [DI8953381 2016 G 012345 RO0123468 REEDA ELIZABETH  ANN

6 [DJ6126495 2016 G 012345 RO0123472 GILBERTMEN PATRICIA DANA

7 DIS011296 2016 G 012345 RO0123475 RONALD GINGER GRACE

8 |DK3975456 2016 G 012345 RO0123477 WILLIARD HALEIGH SHAY

9 JEL5784156 2016 G 012345 RO0123478 TIRLESS TRENT JOSEPH

10 |GT1376496 2016 G 012345 R0O0123479 MOSS AMBER MICHOLE

11 [GT5816487 2016 G 012345 RO0123480 DUFEY ASHLYN NICOLE

12 JHJ3519487 2016 G 012345 RO0123481 DILER MATTHEW  MATERN

13 lIN3106777 2016 G 012345 RO0123482 DEMMER BENITA ANN

14 lIN8154748 2016 G 012345 RO0123483 FISHER WILL RONALD

15 JIN3117313 2016 G 012345 RO0123484 GUSSELMAN LILLIAN ANNA

16
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Paste Data into 2015G Demographic File

E - - Scrambled_2015G_Student_Demographic_(GI) xlsx - Excel o —
FILE HOME IMNSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
Select the cell below the T e 5 P = 5
. | — ; &0 .00 s 5
e BT u- O-A- BS= £ Bvegencems - § - % 0 @5 Condondl Formatas ol e Date |
I a st row Of d ata o n t h e Clipboard F] Font [F] Alignment IF] MNumber ] Styles Cells
o AL7 - fr || Beazoes27
2016G Demographic s - E F - - I
. ° 1 |State StudentID Fiscal Year Reporting Period Building IRN EMIS Student ID Number Last Name First Name Middle Name Date of Birth
s p rea d S h e et I n t h I s 2 BA1730426 2015 G 012345 RO0123456 LINKER KYLE SCOTT
3 BM7719164 2015 G 012345 RO0123458 HIGHTOWER MALLORY LEIGH
4 |BN5596183 2015 G 012345 RO0O123459 YAUGHER CAMERYN TAYLOR
exa m p I e ce I I A 1 7 5 |DF2573661 2015 G 012345 RO0123460 MEYER MATTHEW  WILLIAMS
’ 6 |DG7964567 2015 G 012345 RO0123462 JACKMAN SHIELA ANN
o »” 7 |DG9235541 2015 G 012345 RO0123463 COWWELL WILLIAM HOWARD
t h e n se I ect Pa ste 5 |DHB629263 2015 G 012345 ROO123464 POMERS CHARLES THOMAS
9 |DI2943657 2015 G 012345 RO0123465 RUTLESS WESTON JAMES
10 |DI7614816 2015 G 012345 RO0123467 WALDO TOMAS LEE
11 DJ2481675 2015 G 012345 RO0123469 ACKERFUL AMNNIE LEE
12 |DJ3137477 2015 G 012345 ROC0123470 BARTER ELEANOR CLAIRE
3 | DJ4495357 2015 G 012345 RO0123471 COMMER ANMALEE RACHEL
DI7112381 2015 G 012345 RO0123473 HOWARD SPENCE MASON
15\ DJ7755593 2015 G 012345 RO0123474 MOMEY HALEY SIERA
18992759 2015 G 012345 RO0123476 MEIERSON SAM MANUS
17 HESTOGGZ? 2016 G 012345 RO0123457 RENMNER SALLY MARGE
18 | DG1399474 2016 G 012345 RO0123461 STULFORD HAROLD LEE
19 |DI2382114 2016 G 012345 RO0123466 SCHMEIDER JAMES THOMAS
20 |DI8953381 2016 G 012345 RO0123468 REEDA ELIZABETH ANN
21 | DJ6126495 2016 G 012345 RO0123472 GILBERTMEM PATRICIA DANA
22 |DJB011296 2016 G 012345 RO0123475 RONALD GINGER GRACE
23 | DK3975456 2016 G 012345 RO0123477 WILLIARD HALEIGH SHAY
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Sort Student Combined Demographic Spreadsheet
by SSID

Select all data by clicking on
the triangle between the Row

1 and Column A. S

Click on the “Data” tab
and “Sort”

On the Sort Prompt, check
“My data has headers”
Choose “State Student ID”
as the “Sort by” Click Ok




Open and Sort the Prep for Success Report

Sort the file /
by “State

Student ID”

Insert a blank column
Highlight column E
then right Click and
select “Insert”




Building a VLOOKUP Function

To build the VLOOKUP Function, we need
* The value to lookup (SSID from Prep for Success Report)
* The range of cells on the Demographic (Gl) file to find the values

* The column number within the selected range that contains the
value to return (from the Demographic (Gl) file)

e Exact Match (FALSE)




VLOOKUP Step One

Select Cell D2 on the
Prep for Success Report and
type =VLOOKUP(




VLOOKUP Step Two

In this step we are indicating that

we want to find the State Student ID,

Cell C2 value in the demographic file. Add a
Comma after the C2 value.

v




VLOOKUP Step Three

Place your cursor in cell A2
and drag over and down to
select all values on the
Demographic file.

1730426 2015
3 IBG9706627 2016
4

©- s Scrambled_2015Gand 2016GFileSuden-Demograpm
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
b Cut MNarmal B
ER Copy -
Clipboard [ Font Alignment Number
- X f[ =VLOOKUP(C2,'[Scrambled_2015Gand 2016GFileStudent_Demographic_(Gl) - Copy.xlsx]Sheetl'153A52:5HS30
A B C D E F G H 1
1 |State Student ID Fiscal Year Reporting Period Building IRN EMIS Student ID Number Last Name First Name Middle Name Date of Birth
G 012345 R0O0123456 LINKER KYLE SCOTT
G 012345 R00123457 RENNER SALLY MARGE
BM7719164 2015 G 012345 R00123458 HIGHTOWER MALLORY LEIGH
BMN5596183 2015 G 012345 R0O0123459 YAUGHER CAMERYN TAYLOR
DF2573661 2015 G 012345 R00123460 MEYER MATTHEW WILLIAMS
DG1395474 2016 G 012345 R00123461 STULFORD HAROLD LEE
DG7964567 2015 G 012345 R00123462 JACKMAN SHIELA ANN
DG9235541 2015 G 012345 R0O0123463 COWWELL WILLIAM HOWARD
DH8629263 2015 G 012345 R0O0123464 POMERS CHARLES THOMAS
DI2382114 2016 G 012345 R00123466 SCHNEIDER JAMES THOMAS
2015 G 012345 R00123465 RUTLESS WESTON JAMES
13 IDIT6148’ 2015 G 012345 R0O0123467 WALDO TOMAS LEE
14 |DI8953381 6 G 012345 R00123468 REEDA ELIZABETH ANN
15 |DJ2481675 2015 G 012345 R00123469 ACKERFUL ANNIE LEE
16 1DJ3137477 2015 G 012345 R00123470 BARTER ELEANOR CLAIRE
17 IDJ4495357 2015 G 012345 R00123471 COMMER ANNALEE RACHEL
18 |DJ6126495 2016 G R0O0123472 GILBERTMEN PATRICIA DANA
19 |DJ7112381 2015 G 0123 R00123473 HOWARD SPENCE MASON
20 |DJ7755593 2015 G 012345 23474 MONEY HALEY SIERA
21 1DJ8011296 2016 G 012345 R0O0123: RONALD GINGER GRACE
22 1DJB992759 2015 G 012345 R00123476 MEIERSON SAM MANUS
23 |DK32975456 2016 G 012345 RO0123477 WILLIARD HALEIGH SHAY
24 |EL5784156 2016 G 012345 R00123478 TIR! TRENT JOSEPH
25 1GT1376496 2016 G 012345 R00123479 MOSS AMBER NICHOLE
26 1GT5816487 2016 G 012345 R0O0123480 DUFFY NICOLE
27 |H13519487 2016 G 012345 R0O0123481 OILER MATTE MATERN
28 JIN3106777 2016 G 012345 R00123482 DEMMER BENITA
29 :IN311?313 2016 G 012345 R00123484 GUSSELMAN LILLIAN ANNA
30 IIN315474E 2016 G 012345 R00123483 FISHER WILL RONALD
31

32

33

34

38



VLOOKUP Step Four

See that the VLOOKUP values will
automatically appear in the formula

bar on the Prep for Success report —

based on the value range selected
from the demographic spreadsheet.

Enter a comma after the last value
in the formula.

—




VLOOKUP Step Five

Indicate the column on the
Demographic file that contains
the value to bring back. In this
case it is column number 6.
Add a comma after the 6.

- =

To bring back the exact value Home | msERT e
from column 6, add “FALSE”

and then close the function X v A

with a parenthesis “)” e Sdarki | C T P e e

Fiscal Year Reporting Period Building IRN

ouT FORMULAS DATA REVIEW WIEW

ipboard = Font Alignment Mumber

1

2 |BAL1730420 2015 G 012345 ROO123456 LINKER KYLE SCOTT

> |BGS706627 2016 G 012345 ROOL123457 RENNER SALLY MARGE
4 |BM7719164 2015 G 012345 ROO123458 HIGHTOWER MALLORY LEIGH

5 |BMN5596183 2015 G 012345 RO0123459 YAUGHER CAMERYMN TAYLOR
& |DF2573661 2015 G 012345 RO0123460 MEYER MATTHEW WILLIAMS
7 |DG1399474 2016 G 012345 ROO123461 STULFORD HAROLD LEE

& |DGTY 7 20 G 0123 ROO12346, JACKRMAAL, SHIELA AMNMN

9 |DG 2 G 01, ROOL23. co WWILLLAM HOWARD
10 |D G o ROO12 PO CHARLES THOMAS
11 |D1 2\ G o ROO12: SC JAMES THOMAS
12 |Di2: 2 G 01 ROOL23 RUT WESTOM JAMES



VLOOKUP Step Six

After pressing “Enter” the student’s

last name appears in the search.

Click at the bottom right of the D2
cell and get a + symbol and then
drag down to populate the same
function into the cells below.

& [ [

rom Frarm From Other
Sources — Connec tions

The same process can be done to
bring in first and middle names
into the Prep for Success report.

oENOANLWN=

A dda
J BNCRUEV I ]

IMNSERT PAGE LAY OUT

[

Get External Data

[ Edit Links
Connections

ErA7 719
BrE596183
DF2573661 | k4

513994974 | ST LI
DSE7A64A567 | A K RAS

LIMNEER
27 |REMHMER
HIGHT O%W'E|

DiE9z35541
DHE8E29263
DI29493657
DIz23s82114
DIFE14576
Dlgas3361
Moza1R7R

(<4< z<n<<z<<<zZ
{{z{z44<z222442

=VLOOKUP[{C2,'[Scrambled_2015G

L] H
incustr

w_ored honors

ential_ _diplo
earned ma

FLZLZEZIZEZZZE
{{<4{z4<<<zzz2<z2



Quick Check

The VLOOKUP function in Excel can
be used to bring data from one
spreadsheet to another. When ODE
EMIS reports are void of names, or
missing a large number of names,
the VLOOKUP can be used to add
names to the report to aid in
troubleshooting the report.

* Can you find a source file that
contains the SSIDs and student
names that are missing from your
report?

* Are you able to write a VLOOKUP
function to bring the names into
the report?

e Can you think of other instances
where the VLOOKUP could be
used?



Conditional Formatting to
Verify RIMP Code Reporting



Conditional Formatting to Verify RIMP Code Reporting

* The next series of slides will look at third grade students,
Reading Diagnostic Values, and Reading Improvement and
Monitoring Plans (RIMPs)

* Reference data reporting rules for the diagnostic values,
which are in EMIS Manual Section 2.6 Student Attributes—No
Date (FN) Record

e ODE Home > Data > EMIS > Documentation > EMIS Manual



SIS Query

H ©- = d3311e48-6136-4340-8689-al eal1089al0_57e
Th 4 o FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
s is a sample SIS query (scrambled) |
I l fﬁj |:L_‘ |:LIj |:L‘_¢_ D ||¢ [2] Connections fl Y EE ,j‘ E.)a ® E-)I:I
e * eje From From From From Other Existing Refresh Z| Sort Filter = Textto Flash Remove Data  Consolidz
of t h I rd gra d e Stu d e nts’ d Isa b I I Ity Access Web  Text Sources-  Connections  All~ Yo Advanced  Columns  Fill Duplicates Validation =
Get External Data Connections Sort & Filter Data Tools
eg ® . . . o _
conditions and Reading Diagnostic S fe || pusame
A B C D E F G
1 |FirstName _lLastName EMISId StateStudentlD EMISStateEquivalentGradelevel DisabilityCondition ThirdGradeReading
Va I ues 2 |GLENN COLE RO0123456 VX654321 3 *= AOD
3 |WILLIAM COLLINS R00123457 VX654322 3 = NO
4 |CLAIRA DOZE RO0123458 VX654323 3 10 NO
5 BRANDON Eaton R00123459 VX654324 3 = AO
& |[RAYMOND GRANT RO0123460 VX654325 3 10 NO
. . . 7 |CAMERON Gray RO0123461 VX654326 3 = AO
Sort or filter to identify students o o 2
9 |KYLIE GREGORY R0O0123463 VX654328 3 5 AO
10 |[EVELYN GROOMS RO0123464 VX654329 3 = AO
Wit h a d iagn ostic va I u e Of ll EX” a n d 11 |[MORGAN HAGER ROO123465 VX654330 3 = AD
12 |CADEN HARRELL RO0123466 VX654331 3 10 AD
13 |Ethan Harris RO0123467 VX654332 3 *= AO
. ege eg @ .
a dlsa blllty condltlon and verlfy for 14 RIL-EY_ JONES RO0123468 VX654333 3 1EX
15 |Abigail Jordan RO0123469 VX654334 3 *= AOD
16 |Austin KIDD RO0123470 VX654335 3 10 NO
a ccu ra c 17 |AUSTEN KIMMER RO0123471 VXB654336 3 = AO
y 18 |Rebecca KRALIE R00123472 VXB654337 3 = AO
19 [JAMES HILL R0O0123473 VXB654338 3 = AO
20 |Zane LANDER RO0123474 VX654339 3 = AO
21 [JADEN LUMBERT R00123475 VX654340 3 12 EX
22 |GRACE WILLTON R00123476 VX654341 3 == NO
So rt o r fi Ite r by d iagn ostic va I u e of 23 |TERRY MURPHIE RO0123477 VX654342 3 *= *
24 |MADELINE RUMERT RO0123478 VX654343 3 *= AO
25 |TERENCE RIDGE R0O0123479 VX654344 3 10 AD
llNo” and verify that a RIMP code iS 74 |B1VERA MAKFR RNMN172480 WXASA245 3 = an
bei
eing reported

45



List of Students Not on Track

H ©- B Scrambled_SIS_ Q1

StUdents Who are not on traCk ET3 HOME  INSERT  PAGELAVOUT  FORMULAS .DATA REVIEW  VIEW
for the Third Grade Reading Bleld bo [ Moprnr o6 BB, 2 E 88 = 8=

Access Web  Text  Sources~  Connections  All~- Yo Advanced  Columns  Fill Duplicates Validation =
e e Get External Data Connections Sort & Filter Data Tools
Diagnostic (NO) should beona | o
Al A fl FirstName

(RIMP) : ST E F

1 |FirstName '_ILastName * |EMISId | * | StateStudent| = | EMISStateEquivalentGradeleve = | DisabilityConditic ~
3 |WILLIAM COLLINS RO0123457 WX654322 3 *=
4 |CLAIRA DOZE RO0123458 WX654323 3

6 |[RAYMOMND GRANT RO0123460 WX654325 3
16 |Austin KIDD RO0123470 WX654335 3
22 \GRACE WILLTON RO0123476 VX654341 3 ==
27 |CAMILLE Shoe RO0123481 VX654346 3
28 EVAN Sigermon RO0123482 VX654347 3
30 |JUSTYCE Stampy RO0123484 VX654349 3 =
31 |BRYCE AUSTIN RO0123485 VX654350 3
36 |OWEN VALLEY RO0123430 VX654355 3

46



Verify Not on Track Students are on RIMPs

Query the SIS or view the
Student Program File (GQ)

from the Data Collector current

Student Collection

Use filters to identify all
students on RIMP Codes
151500 and all 152XXX
except 152330

W o

HOME  INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW

gRER B RE- 1l YI &

B

SLLUENL_FIUgrdim_ne

9 a*“[

From From From FromOther  Basting  Refresh Zl Sort  Filter 3 Textto Remove  Data  Consolidate Wh
Access Web Ted Sourcesw  Connmections Al ' Advanced  Cglymns Duplicates Validation » Anal
Get External Data Connections Sort & Filter Data Tools

Al M fl Fiscal Year

A B C D E F s /N

1 |Fiscal Year Reporting Period Building IRN EMIS Student ID Number Last Name First Name State Student/ID Program CaXle
2 12017 5 011817 R00123457 COLLINS WILLIAM VX654322 152500

3 12017 5 011817 R00123458 DOZE CLAIRA VX654323 152505

4 (2017 S 011817 R00123460 GRANT RAYMOND VX654325 151500

5 12017 S 011817 R00123470 KIDD Austin VX654335 152525

6 12017 S 011817 R00123476 WILLTON GRACE V654341 152550

T |2017 S 011817 RO0123481 Shoe CAMILLE VX654346 152555

§ |2017 5 011817 R00123482 Sigermon EVAN VX654347 152575

9 |2017 5 011817 R00123484 Stampy JUSTYCE VX654349 152580
10 ~—



Combine SSIDs from Spreadsheets

This screenshot shows both spreadsheets
(Students Not on Track and Student Program
GQ) and below is a new spreadsheet
containing all SSIDs from both spreadsheets

FILE HOME IMNSERT PAGE LAY OLT

Calibri hall N

" FoNmat Painter e T u - -

M= Font
5 WOE
A B L =]

IV}:6L.5432 _I
2 WHESAZ2SE

WHESA3Z25
WHEBESAZI3I5
WHES5A3AT
W E5A346
WHES5A3A T
W E543499
WHESAZ22
WHESAZ23
WHESA3Z25
WHEBESAZI3I5
WHES5A3AT
W E5A346
WHES5A3A T
W E543499

oW

9]}

=, (CHrl) ~

BEH S &=

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
D I:‘P:‘ IZE)- D ”; [=] Connections 8 Y E 'S:ar I EI’E E‘ E_,a -4 E-u: E‘?
From From From From Other Existing Refresh Sort Filter o REARRY Textto Flash Remaove Data Consolidate What-If
Acc Web Text Sources~  Connections  All- T Advanced  Columns  Fill  Duplicates Validation - Analysis -
Get External Data Connections Sort & Filter Data Tools
E58 - Jr
A E C E F G H

1 |FirstName |~ |LastName ~ | EMISId EMISStateEquivalentGradeleve ~ | DisabilityConditic ~ | ThirdGradeReadin-T

3 |WiLLIAM COLLINS RO0123: WXB54322 3 ** NO

4 |CLAIRA DOZE ROO123: WX654323 3 10 NO

& |RAYMOND GRANT RO0O123: WX654325 3 10 NO

16 |Austin KIDD ROO123, WX654335 3 10 NO
22 |GRACE WILLTON RO0123 WX654341 3 == NO
27 |CAMILLE Shoe ROO123: WX654346 3 9 NO
28 |[EVAN Sigermon ROO123: WX654347 3 10 NO

30 [JUSTYCE Stampy ROO123: WX 654349 3 = NO

21 |BRYCE AUSTIN ROO123: WX654350 3 10 NO

36 |OWEN WALLEY RO0123490 N X654355 3 10 NO

;; H - &- = Student_Program_Record_(G@Q).csv - Excel 2 H - o
39 HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Hrosch, Tammy ~
0] B |7|rq =] Connections EI’EI [Z” Flash Fill B-= Consolidate &8 Group -
41 B-A Remove Duplicates E") What-If Analysis ~ =E] Ungroup -
42 |Get External Refresh Sort Filter Text to
a3 Data~ All- Vo advanced  columns =6 Data Validation - Ef subtotal
44 Connections Sort & Filter Data Tools Outline [F]
431 Haz M
46
47 A B = D E F H I
48| 1 |Fiscal Year Reporting Period Building IRN EMIS Student ID Number Last Name First Name State Studdnt ID Program Code
49| 2 2017 S 011817 RO0123457 COLLINS WILLIAM VX654322 152500
50| 3 |2017 S 011817 ROO123458 DOZE CLAIRA VX654323 152505
51| 4 (2017 S 011817 RO0123460 GRANT RAYMOND VX654325 151500
52| 5 |2017 S 011817 RO0123470 KIDD Austin VX654335 152525
53| 6 (2017 S 011817 RO0123476 WILLTON GRACE VXG654341 152550
54| 7 |2017 S 011817 RO0O123481 Shoe CAMILLE VX654346 152555
55| & |2017 S 011817 RO0123482 Sigermon EVAN VXG654347 152575
56| 9 |2017 S 011817 RO0O123484 Stampy JUSTYCE VX654349 152580
57| 10
58|11
59|12
60| 13

Student Program_Record (GQ) 4 >

READY

M o-——+

100%




Conditional Formatting

From the Home tab,
choose S >

Conditional Formatting,
Highlight Cell Rules, then
Duplicate Values




Conditional Formatting, cont’d

In the Duplicate Values Prompt,
leave the values as defaulted and
click “OK”

This function highlighted SSIDs
that were in both the “Not on
Track” file and in the “RIMP
Code” file. The two students
who are not highlighted are Not

on Track and do not have RIMP /O

Codes reported




Quick Check

Students with a Reading Diagnostic
value of “NO - Not on Track” or with
a Fall ELA score less than 700 must
have RIMP (Reading Improvement
and Monitoring Plan) program
codes reported to EMIS. Districts
who do not place students on
required RIMPs will see a deduction
in their Third Grade Reading
Guarantee Local Report Card
measure.

e Have all RIMPs been entered into
the SIS?

* Do you have students with
Reading Diagnostic values of “NO”
who are not on RIMPs?

e Can you think of other instances
where the Conditional Formatting
could be used?



Summary

* Basic Excel techniques can be very useful

* when troubleshooting EMIS data in the Student Information
System

* when troubleshooting EMIS reports
* when troubleshooting preview/review files

* These techniques should be part of your everyday practices



Resources

* Microsoft Excel Help within Excel “?” Articles and Videos
* Google it

* Microsoft Excel Classes

* Your ITC



Questions?



