Using Excel to
Troubleshoot EMIS Data
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- 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
S

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



Outline

* Create a Macro to Format a Spreadsheet
e Calendar Data Verification

* Create a Dropdown List in Excel

* FTE Detail Report Subtotaling



Create a MACRO to Format a
Spreadsheet
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- Create a Macro

* A macro can be created to complete spreadsheet set ups
with one click
* Freeze Top Row
| * Wrap Text in the Header Row
» e Justify column width
* Apply Filters

* Create it once and use it over and over
e Start by opening any FTE Report from the Data Collector



Begin Creating a Macro

From the View tab, select the down arrow under Macros and

select “Record Macro”
DEMO_1_MACRO_FTE_Detail_ Report.xdsx - Excel 2 B - 8 X
REVIEW | viEW
==L | -
Q = on B L == — [ C Select the down arrow
| de |
Zoom to New Arrange Freeze __ Switch Mur:/
Selection Window All Panes~ L) Unhide ' Windows ~ -
- Window B View Macros This begins the recording
| %] Record Macro... /r A
55 UseR
g 2N Record Macro
I ) K L M N O P Q R Record a macro. V w [«
fle NLEA IRN  LEVEL 2 RRESULT C RESULT C FTE FUNL ENRL STAENRLENIORIG FTEADJSTDFADJS . . . ) NT REASENT R
Each of the commands you perform
Jle NO12664 FTED-001FT0000 FTE DetalATSM  07/01/2012/31/25 1 1 will be saved into the macro so that
jle NO12664 FTED-001FT0000 FTE DetalATSM  09/26/2012/31/25 0.85714 0.85714 0.85 you can play them back again
jle N133333 FTED-001FT0000 FTE DetaiCOMM  08/21/2012/31/25 1 1 040404 100 -
jle N133333  FTED-001FT0000 FTE DetalCOMM  03/02/2012/31/25 0.05525 0.05525 040404 100 -
jle NOOO444  FTED-001FT0000 FTE DetaiCOMM  07/01/2012/31/25 0.42778 0.42778 040404 100 - -
EMI
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Record Macro Prompt

Set up the prompt

Enter a Macro name or leave as the

Last
Last
Last
Last
Last
Last
Last
Last
Last
Last
Last
Last
Last
Last
Last

Last Nam First Nan Middle N 000444

P

\

FTED-001 FTO000 al
tai

Record Macro v 23
~ ptai

Macro name: /

Macrol

Shortcut key:

tai
tal

tal)

default value

Enter a unique Shortcut key value
Tip- enter a value that you don’t typically

Ctrl+ t <

Store macro in:

Personal Macro Workbook

Description:

v
A_——""”’
(Cancel ’

OK &

Last Nam First Nan Middle N 040404

tal
tai]
tai]

tai
tal
tal

FTED-OO1FTO000 FTE Detai

use as a Ctrl command (don’t use values
such as Ctrl A, Ctrl C, Ctrl V, etc.)

Select “Personal Macro Workbook”
= from the “Store macro in” dropdown
menu then click OK

EMIS
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| Recording the Macro

}i * Macro is now recording
|
\

* Ready status and a small square icon show at bottom left

51 040404 042222
52 040404 042222
53 040404 011606
54 1040404 011606
55 040404 011606

TW26248 Emis ID
XG70213:EmisID
DD84801.Emis ID
LS693436 Emis ID
FL311036 Emis ID

Last Nam First Nan Middle N 040404
Last Nam First Nanmr Middle N 040404
Last Nam First Nan Middle N011606
Last Nam First Nanr Middle N011606
Last Nam First Nan Middle N011606

FTED-001 FTO000
FTED-001 FTO000
FTED-001 FTO000
FTED-001 FTO000
FTED-001 FTO000

Hovering over the icon will generate the message-
“A macro is currently recording. Click to stop recording.”

FTED-001) FTE Detail043968-201

7™\
{ -{-_/1

N

EMIS
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\i Recording the Macro, cont’d
} Start by selecting the top row

E lrLI_I:I z = UEMO I macmoorT rL_uctHﬂ__ﬁEp'UTtm
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
2 = . O = =] [ Split 11 View Side by Side D
= EI [L]J Ruler +| Formula Bar q rgu ; __d F‘: - Lt =) E de' . ” E:_] )
T Iae Jynchronous scroliing
Normal Page Breal-'. Page Cu.stum V| Gridlines [v] Headings Zoom 100% Zuom.to New Arrange Freeze DU ) o f:".witch Macros
Preview Layout Views Selection Window All  Panes~ nhide REsEL Window Fosition  Windows - -
Workbook Views Show Zoom Window Macros
Al - fx | RPTDESTIRN
A B C D E F G H 1 J K L M N 0 P Q R
IJ‘ﬁPT DEST Bldg IRN SEVERITY SSID EmisID Last Nam First Nan Middle NLEA IRN LEVEL 2 RRESULT C RESULT C FTE FUNLENRL STAENRL ENL ORIG FTE ADJSTD FADJSTD §

012664 | RI358902 Emis ID Last Nam First Nam Middle N012664 FTED-001FT0000 FTE DetaiATSM  07/01/20 12/31/25 1 1 1
TMS58425 Emis ID Last Nam First Nam Middle N012664 FTED-001FT0000 FTE DetaiATSM  09/26/20 12/31/25 0.85714 0.85714 0.85714
1702135 Emis ID  last Nam First Narr Middle N133233  FTED-001 FT0000  FTE DetaiCOMM  08/21/20 12/31/25 1 1

COMM 03/02/20 12/31/25 0.05525 0.05525

Click on the “1” to select the first roW [ .. o5/01/20 12/51/25 022778 022778

KA43989({Emis ID Last Nam First Nam Middle N051555 FTED-001FT0000 FTEDetaiCTVC  08/17/20 11/01/20 0.00246 0.00246
GM78917Emis ID Last Nam First Nar Middle N051555 FTED-001FT0000 FTE DetaiCTVC  08/22/20 10/19/20 0.00191 0.00191

133333
040404 000444
040404 149888
040404 149388

O =l v wn &= W M

EMIS

INe
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Recording the Macro, cont’d

From the View tab, select “Freeze Panes” and “Freeze Top Row”

E © e [@j z UEMOI"MACTRU T TT Detan_ KepoTtXIsX - b
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
- = [ Split < ‘ D
........ D ID_] | Formula Bar Q [‘:) DE E H:Ie I ) EE (]
I ! C |
Normal Page Break Page Custom [ Gridlines [v Headings Zoom 100% Zoomto New Arrange| Freeze D : Switch Macros
Preview Layout Views Selection Window All (Panes+). | Unhide Rese Windows~  ~
Workbook Views Show Zoom Freeze Panes Macros
g Keep rows and columns visible while the rest of
Al v jr RPT DEST IRN the worksheet scrolls (based on current selection).
—, Freeze Top Row
g Keep the top row visible while scrolling through
A B © D E F G H I J the rest of the worksheet. Q R
1 |RPT DESTBIdg IRN SEVERITYSSID  EmisID Last Nam First Nam Middle NLEA IRN LEVEL 2 RRES ;:] Freeze First Column ‘ _ {ADJSTD FADJSTD §
2 (040404 012664 | RI358902 Emis ID  Last Nam First Nan Middle N012664 FTED-001FTC o \eeP thefirst column visible while scrolling 1 1
through the rest of the worksheet.
3 /040404 012664 | TM58425 Emis ID Last NamFirst Narr Middle N012664 FTED-001FTCGuuu ric ustarATsm uorzurzu rzrsxyzy woorxs 0.85714 0.85714
4 1040404 133333 | X1702135 Emis ID Last Nam First Nan Middle N133333 FTED-001FT0000 FTE DetaiCOMM 08/21/20 12/31/25 1 i |
5 040404 133333 | TS809912Emis ID Last Nam First Naw Middle N133333 FTED-001FTO000 FTE DetaiCOMM  03/02/20 12/31/25 0.05525 0.05525
6 (040404 000444 | MNG68131Emis ID Last Nam First Nan Middle N000444 FTED-001FT0000 FTE DetaiCOMM 07/01/20 12/31/25 0.42778 0.42778
7 1040404 149888 | KA43989¢Emis ID Last Nam First Nan Middle N051555 FTED-001FT0000 FTE DetaiCTVC 08/17/20 11/01/20 0.00246 0.00246
EMIS
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~ Recording the Macro, cont'd

-rom the Home Tab, select “Wrap Text”

E (_) - [TI_I—I E - LEM O I e e Treran_ ey
FILE l HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
ol _ mm;
M f" Cut Calibri Y AN F=a - | B WepTet Text . E‘,; 1% | Normal
P t'i@Cop}r ’ A Conditional F Et = | |
aste R e w S L |l === | & 5= . . €0 o onditional Format as |J{# 715 el |
- % Format Painter B I U i »- A = = = £ Merge & Center $-% *» %o a0 Formatting = Table~ '
Clipboard ] Font L Alignment ] Mumber 7]
Al v Jx | RPTDEST RN
A B C D E F G H I J K L M N 0 P Q
LEVEL 2 FTE
RPT REC RESULT FUND ENRL ENRL
DEST SEVERIT Last First Middle TYPE RESULT CODE PTTRN START END ORIG ADISTD
1 'IRN Bldg IRN Y CODE SSID EmisI|D Name Name Name LEAIRN CODE CODE DESCR | CODE DATE DATE FTE FTE
2 040404 012664 | RI358902 Emis ID Last Nam First Namr Middle N012664 FTED-001FTO000 FTE Detai ATSM 07/01/20 12/31/25 1 1
3 040404 012664 | TM58425 Emis ID  Last Nam First Nam Middle N012664 FTED-001FT0O000 FTE Detai ATSM 09/26/20 12/31/25 0.85714 0.85714
4 1040404 133333 | X1702135 Emis ID Last Nam First Narr Middle N133333 FTED-001FT0000 FTE DetaiCOMM  08/21/20 12/31/25 1 1
3 |

040404 133333 TS809912Emis ID Last Nam First Nam Middle N133333 FTED-001FT0000 FTE DetaiCOMM  03/02/20 12/31/25 0.05525 0.05525

EMIS
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Recording the Macro, cont’d

'\,
|
|

.i|!. HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
[ ° ° O x ) ) . -
| Click on the triangle . shou Calibri ‘n A == - Biepiet Text
9 — ER Copy ~
'between Column A and Paste it U- B+ D A === &5 EMegedCenter - $ -
ROW 1 to SEIect the Clipboard (7 Font = Alignment =
entire spreadsheet Al ¥ Jx || RPTDESTIRN
—> A B C D E F G H I J K
Place cursor between any - :’é‘éﬂz F
two column headers and / EST SEVERIT last  First  Middle TYPE  RESULT (
doubl lick E= s % o 1 |IRN BldgIRN YCODE SSID  EmisID Name Name Name LEAIRN CODE CODE I
oubie clic / 2 /040404 012664 | RI358902 Emis ID Last Nam First Nan Middle N012664 FTED-001FT0000 H
VN | 3 |040404 012664 | TMS58425 Emis ID  Last Nam First Nar Middle N012664 FTED-001FT0000 ¥
B wc 4 040404 133333 | X1702135 Emis ID Last NamFirst Nanm Middle N133333 FTED-001FTO000 H
S5 1040404 133333 | TS809912Emis ID  Last Nam First Nar Middle N133333  FTED-001FT0000 ¥

EMIS
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. Recording the Macro, cont’d
|
%

\ . ) ur: ”
\= From the Home tab, select “Sort & Filter” and then “Filter
|

0 e - My > = 7 ®m - 8 X
HORAE IMSERT PAGE LAYCOUT FORMULAS DATA EEWTEW VIEW Hrosch, Tammy ~
wlle . . — - - ] T2 A S v
y 0% Calibri -1 - A A == #- [EFWepTlet T4 Calculatios cem =X [y E o %w F
| Uy Copy - v . 4 &/ Fill »
Paste . . . N - 3 - = 1= | B= M . Note Insert Delete Format Sort Find &
- ¥ Format Paintes B Il - YA = = = | == | =i Mesge &t Conler E e . . . & Clear - Filter *] Select -
Clipboard . Fant I Alignment [ Cells Edn) _‘3. Sort AtoZ -~
Al v fr  RPTDESTIRN il sgnzio -
Fulter
A B C D E F G H I J K w X Y : AA AB “I,Y -~ _.] AF -
STATE
LEVELZ EQuIv
RET REC SENT SENT GRADE DISAB SPECED ECON CAL cA
DEST SEVERIT Last Eirst Middle TYPE  RESUL DN REASON REASON LEVEL CNDTN CAT DISADV LEP FTEINCL CALDIST BLDG  GFf
1 [IRN BldgIRN YCODE SSID  EmisID Name Name Name LEAIRN CODE  CODE 2 2PCT CODE CODE CODE FLAG CODE CODE IRN IRN LE
2 040404 012664 | RI358902 Emis 1D Last Nam First Mam Middle NO12664  FTED-001 Fm 2 KG 12 6 N N FULL 999999 999999 **
3 040404 012664 | TM58425 Emis ID  Last Nam First Nam Middle N 012664 FTED-001F | ) 03 12 6 N N FULL 999999 999999 **
EMIS

N
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‘\ Stop the Recording

Click on the small square icon at the bottom left to stop the

recording

281030404 013439 | JHZZ31564 EMISID Last Name First Name WMiadie Name U51555 FIED-
291040404 011777 | MM3506602 Emis ID Last Name First Name Middle Name 040404 FTED-
30 |040404 042222 | KS2624834 EmisID Last Name First Name Middle Name 051555 FTED-
31|040404 042222 | TW2624834 Emis ID Last Name First Name Middle Name 040404 FTED-
321040404 042222 | The appearance of the icon will change and a hover TED-
33 |040404 011606 | ) “ . TED-

message will appear. “No macros are currently recording.
34 |040404 011606 | ) ] ) N TED-
35 040404 l011606 |1 Click to begin recording a new macro. —
36
(FTED-001) FTE Detail043968-201 o)

EMIS
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Select the Quick Link dropdown
arrow, then “More Commands”

H - 7 >| B
FILE HOME IMSERT Customize Quick Access Toolbar ATA REVIE
. Mew
B 6 Cut Calibri — £ -
By Copy ~ Cpen
Paste = | &= 3=
- % Farmat Painter B I Save — | = ==
Clipboard [ Email Aligni
Guick Print
Al -
Print Preview and Print
Spelling
= = - Undeo =
Redo
Sort Ascending EMNRL
First Middle Sort Descending START
1 _NamEEl NamEElLEAIREl_' Touch/Mouse Mode ElDATE El
2 |First Mam Middle N 012664 07/01/20
More Commands...
3 |First Mam Middle N 012664 . 09/26/20
4 |First Nam Middle N 133333 Show Below the Ribbon 1 08/21/20
5 |First Mam Middle N133333 FTED-OO1FTOO00 FTE Detai COMM 0302720
& |First Mamr Middle N 000444  FTED-001 FTO000 FTE Detai COMM  07/01,/20

-
Excel Opticns

JEreial

wee Customize the Quack Access Tookar

~H

[ Choose cormmands frome

e i

Popular Comenands
Commands Mot in the Ribbon

i o2

File Tabs

Customize Cusck Access Toolber
For all docwments (default)

o save
5 Undo
* EBeda

g Email

In the “Choose commands

from” dropdown, select “Macros”

S Dot hars Tols | Enernat Tab

Developer Tob
Add-Ins Tah

smartAnt Tools | Design Tab
SmartArt Tools | Format Tab
Chaet Tools | Design Tab
Chadt Tools | Fodrmat Tab
Dreaing Tools | Format Tab
Picture Tooks | Format Tab
PraATable Took | Ansbeze Tab
ProotTable Tools | Design Tsb
Header & Footer Tocks | Design Tab
Takle Toels | Dessgn Tab

| PrctChart Tooks | Anaboe Tab
PrrotChart Tools | Design Tab

Customizations:

. Md s ..
Imgert/Export ¥ |

Alliance




. Highlight your macro from

the list and click “Add”

Make the Macro a Quick Link

I Excel Options

b-'H Customize the Quick Access Toolbar.

=)

The macro will move to the list on the right.
While it is highlighted, select “Modify” and
choose an icon that you like. Click Ok and Ok.

Choose comman dis from: Customize Quick Access Toolbar . Skt g .
Macros El For all documents [default) ZI 5?'} PERSONAL XLSB'Macrol y Undo
¢ Redo
|
affre— - 2
. PERSONALMLSB!Macrol ndo d A
nced & Reda Quack Access ‘lcc-ba{ ify Button P ggﬂ L& rersONALXISEMacrol |
QIizE Email | 2 .
2 Sum Symbot:
Quick Access Toolb: | — —
i L JORNREREE B E10
| Acdn | P WO ARG «» €
IP Trust | avyOALIYUPEAY
VYEBREROIGASOXNE Add >> =
o) = s " -
Add 34 &- J P " [l << Remove
= EEE mmgn
B0 SEO0MZ2cmsacs
DXxBMBIR=0g a%i
ARAXVYESIT N ~:
rYUSGHEOLAW
Dusplay name: ol
L | Cancel
L‘;
4 \ Modify...
: - Customizations: Reset
\ Show Quick Access Toolbar below the Customizations Rt | Show Quick Access Toolbar below the UStomzation: goet
Y Ribben Imgot/Export Ribbon Imgot/Expont ¥
Lo —— oK | Cancel
EMIS

.-""‘\'1—- 16
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-~ Quick Link

New Quick Link

now appears

H ©- Ly 3| e |s
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW \
& Cut . . - v _—
M db Calibri Y1 A A T== ¥ EPWd
- E® Copy ~
aste B I U -~ v | O~ v EEE &E E
v ¥ Format Painter - - . 'A' - EM&
Clipboard M Font M o . o .
To remove the Quick Link, right click
H 3 @3 . «“
Remove from Quick Access Toolbar On the |C0n and SEIECt Remove from
HOME INSERT P. VIEW
Customize Quick Access Toolbar... ° »”
ey X Cut - ' Q
[‘] B Cu Calibri Show Quick Access Toolbar Below the Ribbon Wrap Text UICk Access TOOIbar
L Ep copy ~
pa'ste * Format Painter B I 1 Customize the Ribbon... Merge & Center ~ $~% *» G5
Clipboard [F] Collapse the Ribbon [F] Number
Al v fx | RPTDESTIRN
A B C D E F G H I J K L M
1 |RPT DEST.|B|dg IRN SEVERITYSSID EmisID Last NamFirst Narr Middle NLEA IRN LEVEL 2 RRESULT C RESULT C FTE H
2 040404 012664 | RI358902 Emis ID Last Nam First Nam Middle N012664 FTED-001FTO000 FTE Detai ATSN
3 040404 012664 | TM58425 Emis ID Last Nam First Narm Middle N012664 FTED-001FT0000 FTE Detai ATSN
il NANANA 1233233 1 YITNDI138 Ernic ID I act BMlars Circt Blar BAiAAle A 122222 ETEN NN ETONNN ETE Diatai COWN EMIS

~
I
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i

 Save the Macro

|

. *You can choose to save or not save your spreadsheet

\
\!

* A second prompt will ask if you want to save the changes
made to your Personal Macro Workbook

Detail COMM 07'/01'/2018 12'/ 31'/2500 0.427778 0.427778 ﬁ

Detail

Detaill Microsoft Excel - — e Select Save so that the macro will be

ge:a: : available to use on future spreadsheets
ela e

Detai 35

Detai 1

Detai

Detai

Detai _ ,

Detail NFRG 09/07/2018 12/ 31/2500 0.964286 0.964286

EMIS

- '.m\ w18
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Delete a Macro

Once a Macro is created a few extra steps are needed to
delete it if needed

X i > @ s DEMO_1_MACRO_FTE_Detail_Report - Copy.xlsx
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
| From a new or existing spreadsheet < = — = Eif_:t [ Unhide )
o select “Unhide” from the View tab  |° . "7 555 Unnae | | | unhide workbook
Al - fx | RPTDESTIRN
A 6 c In the Unhide prompt with L i

RPT DEST.IBchg IRN SEVERITY S5I

240303 012664 i PERSONAL.XLSB selected, click OK HIEEED“H:,H'TS o ) [ _cancet |
FTE Detai ATS

I

040404 012664 | TM58425 Emis ID Last Nam First Nanm Middle N012664 FTED-001 FTO000

040404 1333323 | X1702135 Emis ID Last Nam First Nan Middle N133333 FTED-Q01FTO000 FTE DetaiCOMM  08/21/20 12/31/25 1 1
I
I

040404 133333 T5809912Emis ID Last Nam First Nanm Middle N133333 FTED-001FT0000 FTE DetaiCOMM  03/02/20 12/31/25 0.05525 0.05525
040404 000444 MMNG68131Emis ID Last Nam First Nanm Middle N0OO444 FTED-001FTO000 FTE DetaiCOMM  07/01/20 12/31/25 0.42778 0.42778

(= I, B S FE R N I )
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~ Delete a Macro, cont’d
" Ablank spreadsheet named PERSONAL.XLSB will open

-

Macro M

REVIEW

o ==

MHEI’D name:
00% Zoomto Macrol ;*'-l {Ll
Selection Window BT " . - -
Macrol step Into
Macro3 i

| | | select “Macros” from the View tab, then in the
| Macro prompt select the macro to be deleted

f J " ) : | &l Open Workbooks ZI
select “delete bn

I . Options..

When finished, close the Macro prompt and select
“Hide” and the PERSONAL.XLSB will close

\ EMIS

oL
\ Alliance



Quick Check

Macros are a quick way to
turn a multi-step process in
Excel into one click. Creating
a quick link macro does not
embed the macro into the
spreadsheet. This macro is for
use on the machine where it
is created.

* Are you able to record and save your
macro?

e Can you think of other instances where
a macro can save time?

* Are you able to find and manage your
macros?

EMIS
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Calendar Data Verification
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- Calendar Display Report & Exceptions

* Calendar Display Report
* Preview/Review report in the data collector

e Separate calendars for each unique combination of District IRN,
Building IRN, Grade Level, and Attendance Pattern

* Each day in session will display total student hours
* Exceptions will show attribute name with total student hours

* Using Excel, we can use this report to verify all exceptions
have been entered



i

' Calendar Display Report

Calendar Collection - Final (FY19)
Submission Number 1 (attempt 1), LEA:

select the options and click on the Generate Preview link to create the preview.

Last Prepared: Yesterday ak 02:32:59 PM

i ~'| Calendar Display
‘, o Detal

Zip File:

File Format:

Calendar Cheplay.cov

Excluded Retords.cs

Include in C5V files:

From the Collection Request Tab,
Calendar Collection, select “Preview
Prepared Data” or “Submission data”

Downboad hile as a compressed .oip (for fasber downloads)
HTHL
L] CEy

%! Diata only

Generate Preview/Review Data
Open Calendar_Display.csv

Ciata and Fatal excepbions
Data and Al pxcapsert

Grade Schedule Becord (DLY.cow

Orgsnization General Information Record (D)oo

Submission 1 | Sub b
Valid Inwvalid Total | Walid
532
0
7 0 7 o
213 a 218 0
Total counts: 225 0 757

EMIS
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' Format the Report

Prepare the report by running the macro we created in the last

- section, then remove filters

A

Calendar For: Dist-

Bldg-Grade-AP

054321-000001-**-
054321-000001-**-
054321-000001-**-
054321-000001-**-
054321-000001-**-
054321-000001-**-
054321-000001-**-

k%

054321-000001-**

054321-000001-**-
054321-000001-**-
054321-000001-**-
054321-000001-**-
054321-000001-**-
054321-000001-**-

*

* ok

*

* ok

*

* ok

* %

* %

* ok

* %

* ok

* %

* ok

B

Row

Number Month Sunday Monday

01
02
03
04
05
06
07
08
09
10
11
12
13
14

C

Jul-18

Aug-18

Sep-18

01
08
15
22
29

05
12
19
26

D

E

02

09
16
23
30

06
13
20
27

Tuesday

03
10
17
24
31

07
14
21
28

Wednesday

04
11
18
25

01
08
15
22
29

Thursday

05
12
19
26

02
09
16
23
30

Friday

06
13
20
27

03
10
17
24
31

EMIS
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Report Contents

* Column A contains the calendar name, aka attendance pattern

e Column B contains the row number
 The first 76 rows each contain one week on the calendar

e Calendars can contain two additional rows for parent-teacher conference and
professional development hours

* Column C contains the month and year

* Columns D-I contain the day of the week and the date of the month
B C D E F G H I J H
Stud
Calendar For: Dist-  Row Sess

1 Bldg-Grade-AP Number Month Sunday Monday Tuesday Wednesday  Thursday Friday Saturday Dayd

2 054321-000001-%*-** 1 18-Jul

3 |054321-000001-%*-** 2 1 2 3 4 5 6 7

4 1054321-000001-%=-%* 3 8 9 10 11 12 13 14

5 054321-000001-*=-** 4 15 16 17 18 19 20 pal

& 054321-000001-**-** 5 22 23 24 25 26 27 23
EMIS
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' Formatting

* Column Cis formatted to display the
month and year only on the first row of
the month

* We are going to fill this in for the rest of
the rows to make it easier to read

* Select cell C2
* Scroll to the very bottom the Column C

 Hold SHIFT and select the last cell in the
report in column C

94
95
96
a7
98
99
00
01
02
03
04
05
06
07
08
09
10
11
12
13
14

A
054321-000003-**-** 57
054321-000003-**-** 58
054321-000003-**-** 59
054321-000003-**-** 60
054321-000003-**-** 61
054321-000003-**-** @2
054321-000003-**-** 63
054321-000003-**-** g4
054321-000003-**-** @65
054321-000003-**-** 66
054321-000003-**-** 67
054321-000003-**-** 68
054321-000003-**-** g9
054321-000003-**-** 70
054321-000003-**-** 71
054321-000003-**-** 72
054321-000003-**-** 73
054321-000003-**-** 74
054321-000003-**-** 75
054321-000003-**-** 76

Apr-19

May-19

Jun-19

| N T Sy W Y e | T W O ™ T e |

(1] Bl et ™ ™

Alliance
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Formatting, cont’d

* From the Home tab,
click on “Find and
Select”

* Choose “Go To
Special”

* From the Go To
Special prompt, click
on the radio button
for “Blanks” and
then click OK

==

> AutoSum ~ A H
| ZY
Fill » _
Sort &| Find &
& Clear~ Filter ~\Select »
Edit #8 Find...
35 Replace...
< GoTo..
Go To Special...
M N
Formulas
Stude
Comments
tudent YTD
TD Days Hours Conditional Formatting
144 87: Constants
149 904 Data Validation
o . [ Select Objects
C
154 93¢ ole Selection Pane...

Go To Special
Select
' Comments ' Row differences

) Constants ' Column differences

) Formulas ) Precedents
Numbers ' Dependents
Text @) Direct only
Logicals All levels
Errors ) Last cell

9 {Blanks. ' Visible cells only

*) Current region
) Current array
) Objects

) Data validation

Conditional formats

@ All

Same

OK ]][ Cancel |

EMIS

)
TP
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‘ Formatting, cont’d

* Your spreadsheet should show
Column C as still highlighted,
.~ but the cells with actual data
' are not highlighted

| *Make sure the sheet remains
/| like this for the Fill-Down
|| process to work correctly

hipad ingipaipg | = | = | | = || | | | [
wMmi= o olewoombd wmo o @ oSN AWM=

A
Calendar For: Dist- Row
Bldg-Grade-AP Number

054321-000001-**-** 01
054321-000001-**-** 02
054321-000001-**-** 03
054321-000001-**-** 04
054321-000001-**-** 05
054321-000001-**-** 06
054321-000001-**-** 07
054321-000001-**-** 08
054321-000001-**-** 09
054321-000001-**-** 10
054321-000001-**-** 11
054321-000001-**-** 12
054321-000001-**-** 13
054321-000001-**-** 14
054321-000001-**-** 15
054321-000001-**-** 16
054321-000001-**-** 17
054321-000001-**-** 18
054321-000001-**-** 19
054321-000001-**-** 20
054321-000001-**-** 21
054321-000001-**-** 22

A P ol B e W B o W W o W W W B e

Month
Jul-18

..,

S~

It is correct that
cell C3 is blank

Aug-18

Sep-18

Oct-18

EMIS
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Formatting, cont’d

* Your cursor will be in cell C3, do
not click into the cell

* Type an equal sign and then
press the up Arrow Key

* Hold down the Control (Ctrl) Key
and press the Enter key

* This will fill in the blanks with
the value found above it, so now
every row will reflect the
Month/Year on your Calendar

W00~ O W WP =

Calendar For: Dist-
Bldg-Grade-AP
054321-000001-**-
054321-000001-**-
054321-000001-**-
054321-000001-**-
054321-000001-**-
054321-000001-**-
054321-000001-**-
054321-000001-**-

Row

Number .Month

L Dl
L3 DZ
L3 []3
L3 []4
L3 []5
L3 DE
L2 D?
W DS

] Jul—lS!

Aug-18

ot |t | |t | | | |
ﬂmmhwm;cmmwmmhwm—l

A
Calendar For: Dist- Row
Bldg-Grade-AP Number

054321-000001-**-** 01
054321-000001-**-** 02
054321-000001-**-** 03
054321-000001-**-** 04
054321-000001-**-** 05
054321-000001-**-** 06
054321-000001-**-** 07
054321-000001-**-** 08
054321-000001-**-** 09
054321-000001-**-** 10
054321-000001-**-** 11
054321-000001-**-** 12
054321-000001-**-** 13
054321-000001-**-** 14
054321-000001-**-** 15
054321-000001-**-** 16

Maonth
Jul-18
Jul-18
Jul-18
Jul-18
Jul-18

Aug-18
Aug-18
Aug-18
Aug-18
Aug-18
Aug-18
S5ep-138
Sep-13
S5ep-18
S5ep-18

EMIS

Alliance



Sort the Report

* From the Data tab, [ | @comeen (77 Y & B B
SeIeCt Sort EI'“in.g Refresh .||| Surt Filter Textto Flash Remove

nnections  All T Advanced  Colymns  Fill  Duplicates Val
* Verify that “My

Sort L7 oS
Data haS headerS” 4 Add Level || XX Delete Level || [ Copy Level H « |[ = |[ options. @] My data has headers
is checked

Sort by | | Values E' AtoZ |E|

Calendar For: Dist-Bldg-Grade- ~
* Sort by Row T —

. Sunday
Number and click i
Tuesday =

Wednesday
O K Thursday
Friday
Saturday

Student Session Days
Student Session Hours s

Cancel |

Alliance
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:i Verify Exceptions cont’d

* View the same row for each calendar type together
* Verify all day values for all appropriate attendance patterns

y - N

170/054321-000001-**-** 22 Oct-18 07 08 - 0.00 (PDO) 09-6.20 10-4.20 (PHS) L1-6.20 12-6.20

171 |054321-000002-**-** 22 Oct-18 07 08 - 0.00 (PDQ)|09 - 6.20 _10 - 4,20 (PHS) J11-6.20 12 - 6.20

172/054321-000002-12-** 22 Oct-18 07 08 - 0.00 (PDO) 09 - 6.20 10-4.20 (PHS) [1-6.20 12 -6.20

'8 173/054321-000002-12-** 22 Oct-18 07 08 - 0.00 (PDO) 09 - 6.25 10-6.25 1-6.25 12 -6.25

\ ! 174/054321-000003-KG-** 22 Oct-18 07 08 - 0.00 (PDO) 09-6.25 10-6.25 1-6.25 12-6.25

;}f 175/054321-000003-PS-A1 22 Oct-18 07 08 - 0.00 (PDO) 09 - 5.00 10-0.00 (PDO) [L1-5.00 12 - 0.00

&,ff ’, ‘; 176/054321-000003-P5-P2 22 Oct-18 07 08 - 0.00 (PDO) 09 - 5.00 10-5.00 1-5.00 12 -0.00

!4 ’ 177/054321-000003-**-** 22 Oct-18 07 08 - 0.00 (PDO) 09 - 6.20 @ - 4,20 (PHS) A1-6.20 12 -6.20
¥
-

F
\ EMIS

\ . 32
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Quick Check * Are you able to download and prepare
Formatting and sorting the the Calendar Display Report?

Calendar Display report can * Are you able to verify that every
bring data issues to the

curface. Districts that have calendar day contains corre?ct values
many calendars to maintain across all of your calendars:

th_TICJ]Cl{gEOEF the school year * How often will you repeat this process
will Tind this process very throughout the year to verify that

effective in verifying that all ) .
calendar hours fgr egach day calendar data is being updated?

are being reported correctly.

EMIS

Alliance



Create a Dropdown List in Excel

Alliance



Gathering Data Using Excel

* Accurate and complete EMIS reporting starts with effective
data gathering

* Providing district personnel a data collection form can improve
data from the source

* Some examples of data collection processes
* Reading Diagnostic results
* Score Not Reported reasons
e Staff Data
* Retention Data
* Graduation Data



Create a Data Collection Form

In this example we will be creating a sheet for collecting reading

diagnostic results

* Open Excel and create a blank worksheet

Click the Plus sign twice to
generate two new sheets

Right click and choose “Rename” on all three tabs

\

B Il rs
|

[ |19
R
21
2

11

12 Insert...

13 EX Delete

14 Renam

15 Move or Copy...

16

= Q] View Code

17 J—

18 {55 Protect Sheet...

19 Tab Color
20 Hide
21
22

Select All Sheets
Sheetl | Sheet2 | Sheet3 &
iy 36
Alliance




Specify Dropdown Options

* Rename each sheet
* Sheet 1 - Instructions
* Sheet 2 - Data Entry
* Sheet 3 - LOCKED

Instructions | Data Entry

LOCKED

e Start with the “LOCKED” sheet, where we specify the

dropdown options

* In Cell A1 Type: **
* In Cell A2 Type: AO
* In Cell A3 Type: NO

* In Cell A4 Type: RN

* In Cell A5 Type: EX

"I L
2 |a0

3
4
5
6
7

NO
RN
EX

B

Instructions

C D

Data Entry

E

LOCKED

F

._u"-"\\..
( + |
e _f

EMIS

Alliance
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\

i

Protect Sheet 7 X

.~ Protect Drop Down Options

Password to unprotect sheet:

° Right CI iCk On the LOCKE D Sheet na me Protect worksheet and contents of locked cells
Y Ch OOSE ”P rOte Ct Sh eet. . .” Allgw.al.l usiars c:'f th.iS worksheet to:

Select unlocked cells
* Choose the top two options Format el
Format rows

Insert columns

(<]

 Specify a password if desired

Insert Fows
. 12 Insest.. hyperlinks
¢ CIICk OK = EX Delete columns
14 Renam FoWs
. i? Move or Cop
¢ The Sheet IS nOW 1; Q] View Code QK Cancel
18 E grctect Sheet...
protected ) el
51 Hide
22
s Select All Sheets

I — EMIS

\ - :"'&\ ¥ 38

Alliance
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Create Data Entry Sheet

Select the data entry sheet

* Enter the data to collect
* For this example we will create the following headers

SSID

Student Number

Last, First

Grade Level

Building

Reading Diagnostic Result
Notes: For your use only

1 |Student SSID Student Number Last, First Grade Level Building Homeroom Reading Diagnostic Result NOTES: For your use only

W Co ~ oo e R

I Qg —ry
P = D

_1_1_1
[T

mal
o

A

=N
=

B C D E F G H

Instructions Data Entry | LOCKED +

EMIS
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If desired, populate student data

Generate an export from your SIS for the students and data you
would like to collect the diagnostic result

e Search Criteria example: All K-3 students with a district relationship
of 1

e Export Fields example - SSID, Student Number, Last First, Grade Level,
Building, Homeroom

Select the columns and rows of your spreadsheet

- B C D E F G H I

1 |Student SSID Student Number Last, First Grade Level Building Homeroom Reading Diagnostic Result NOTES: For your use only
2 |ZZ1234567 123456789 Doe, Jane 3 Cherry Hill Smith

3 |ZZ1234568 123456790 Brown, Steven 2 West Darst

4 |ZZ1234569 123456791 Stone, Beth 1 Cherry Hill White

5 |Z2Z21234570 123456792 Smith, Jackson KG West Slate

o}

EMIS

Alliance
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| Format Data Collection

With the cells on the spreadsheet selected

From the Home tab Seleaq
. = utosy
“Format as Table” button | # | Normal Bad g il -
to choose a format to make [,° (57" Goo Neutral ;|| Insert Delete Format | o o\ -
for easier viewing Light
[ paam—— N ] S s e
Format As Table i Y ST S e e S EEE—
Where is the data for your table? e ———— —
=SAS1:5HSS| R =—=— White, Table Style Light 1E={ (== =Z==| == -Z-Z|[E===<| [E====
[@] My table has headers ZZZZZHZZZZZHZZZZZ ————— | e —| [ ===
//'L,ox ) [ ane ||| | EEEEE| EEEEE EEEEE EEEEE Sz EEEER EEEEE
[

In the Format as Table

Prompt, click OK EMIS
i s

Alliance




" Format Data Collection

Your data entry sheet should look something like this

A B C D E F G H
1 StudentSSID Student Number Last, First Grade Level Building Homeroom Reading Diagnostic Result NOTES: For your use only
2 771234567 123456789 Doe, Jane 3 Cherry Hill Smith
3 |771234568 123456790 Brown, Steven 2 West Darst
4 771234569 123456791 Stone, Beth 1 Cherry Hill White
5 |771234570 123456792 Smith, Jackson KG West Slate

EMIS

Alliance




Populate Drop-Down Options

Place your cursor in cell G2
 From the Data tab, choose “Data Validation”, and “Data Validation...”

E - t E o I TGRG Sample Collection form.xlsx - Excel TABLE TOOLS
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGM

t, 2l Connections | [TTh W Clear e =4 | —o E . SRRl 2
a L& & oot 8L B v BB B2 BE RSl B E7 i
FToOpErties neapp
From From From From Othe Existing Refresh ) El Sort Filter ' Textto Flash Remove Data |Consolidate What-If Relationships  Group U
' Text S ( All - Edit Link Yo Advanced  Columns  Fill  Duplicates\Validation 5 Analysis ~ -
Get External Data Connections Sort & Filter : g Data Validation...
c9 - ﬁ. t= Circlelnvalid Ui Data Validation
[8 Clear Validation pjck from a list of rules to limit the
A & C D E F Y type of data that can be entered in a
W studentsSID B student Number B Last, First B2 Grade Level B Building B2 Homeroom B Reading DiagnoJl}
2 |Z21234567 123456789 Doe, Jane 3 Cherry Hill Smith o E .
or example, you can provide a list
3 | 221234568 123456790 Brown, Steven 2 West Darst of values, like 1, 2, and 3, or only
4 771234569 123456791 Stone, Beth 1 Cherry Hill White allow numbers greater than 1000 as
5 221234570 123456792 Smith, Jackson KG West Slata valid entries.
6 H Tell
° Place cursor here first | @ reimemore
EMIS

s
P o

Alliance




i
{
{
{
1

z
\
|
1
%

Specify Drop-Down
* From the Data Validation prompt, under “Allow”, select “List”
| For “Source:” first click your cursor into the prompt

. o ’)

* Next, navigate to the “LOCKED” sheet and select Cells A1-A5
o CliCk OK ___f"_n_‘ B quata Validation [ ? |ﬁ1

1 I** | r T - 4

2 EAO i Settings | Input Message | Error Alert |

ENO i Validation criteria

4 RN ! Allow:

S EX 1 List E (V] 1gnore blank

6 Data: V] In-cell dropdown

7 between

8 Source:

° =LOCKED!SAS1:SASS| S

10

11

12

Apply these changes to all other cells with the same settings |

13 . | |

2 o] Lo ||

1z —m— |

1 1
\ EMIS

\ e Sk

Alliance



Add Drop Down to all Cells

* See the arrow appear when to the right of cell G2

"+ Click the arrow and the drop down options appear

A B H
1 |Student SSID Student Number Last, First Grade Level Building Homeroom Reading Diagnostic Result ANQTES: For your use only
2 |zz1234567 123456789 Doe, lane 3 Cherry Hill Smith E
3 |ZZ1234568 123456790 Brown, Steven 2 West Darst b
i 4 | 771234569 123456791 Stone, Beth 1 Cherry Hill White
5 |ZZ1234570 123456792 Smith, Jackson KG West Slate RN
6 EX
5
8
9
10

cell below G2 to the end of the list of students

C D E F G H
1 Last, First v Grade Level v Building v Homeroom v Reading Diagnostic Resul v~ NOTES: For your use onl ~
2 |Doe, Jane 3 Cherry Hill Smith | &
3 Brown, Steven 2 West Darst
4 Stone, Beth 1 Cherry Hill White /
5 |Smith, Jackson KG West Slate

EMIS

Alliance

| * Drag the bottom right corner of the cell to populate the formula for every

J
f/ ¥
j
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Put the Workbook into use

e Use the “Instructions” sheet to direct data owners as to the
correct way to complete the “Data Entry” sheet

» Save the workbook and distribute it to appropriate district
- data owners
| * Be certain to include a deadline for data to be returned

|

| * Use the completed workbook to update data in your SIS, and
'~ print for records

e Submit data to EMIS and return appropriate reports back to the data
owner for verification



Quick Check e What is the current data collection

Using an Excel spreadsheet process in your district?
can be a efficient way to
collect data from district
personnel. By creating a

spreadsheet with instructions * How could using drop down lists help

and. drop downs of valid | you collect data?
options, data collected will be

much more accurate and
complete.

* Are you able to create pre-populated
drop down lists?

EMIS

Alliance



FTE Detail Report Subtotaling
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|
\
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1
|
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| FTE Detail Report Subtotaling

Subtotal the FTE Detail Report
 Sort by SSID, then by Enrollment Start Date

FILE HOME  INSERT  PAGELAYOUT  FORMULAS | DATA | REVIEW  VIEW

@55 & === (7] 7| From the Data Tab choose Sort

®ls 5 % L& o (&2 | ro e Data 1db choose >SOr

From From From From Other Existing Refresh Z Nt Filter

Access Web Text Sources~ Connections  All~ : Y Aavanced  Columns Duplicates Validation ~ Analys

Get External Data Connections Sort & Filter Data Tools
A2 - fr | 40404
“Add Level”
Sort by SSID, then select evel”,
A B C D E F G H
th t by “ENRL START DATE”, th
en Sort py , then
RPT DEST SEVERITY o ”

1 IRN Bldg IRN CODE  SSID EmisID LastName  FirstNag#fe Middle Name LEA IR Se | ect O K

2 40404 101010 F AF5330185 EMISID Last Name FpftName Middle Name

3 40404 101010 F AF9794373 LA LA 1040

4 40404 101010 | AF9794373 | Sort T emmen ———— —— (2 12/12/2

5 40404 101010 C AF9794373 12/12/2

6 40404 101010 | A63444498‘ { +','*i Add Level Delete Level ] [ Ea Copy Level ” B @ V| My data has headers 07/01/2

7 40404 1010101 1S7050894 Column Sort On Order 07/01/2

8| 40404 1010101 157050894 |ff|sortby ' ssip (v} vatues [v] |Atoz = 09/04/2

9 40404 101010 | 157998181 |0l | Thenby |ENRLSTARTDATE [ |) | Values [=] [atoz [+]| ||M 10/17/2
Lo 40404 101010 | KJ3857778 | I 07/01/2
L1 40404 1010101 KJ9471903 I 07/01/2
12| 40404 101010 | KJ9471903 IV 09/04/2
L3 40404 101010 | KL6339882 | 07/03/2!
L4 40404 1010101 KL6339882 I 12/13/2
LS 40404 1010101 KL8833970 = ] = | ] | 07/01/2
16| 40404 1010101 KL8833970 N | 09/04/2
L7 40404 101010 | KL9685822 = U0T FTED oMM 08/21/2

EMIS

- '.m\ w29
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- Sort Warning

|
|/
|

——

[ Name
: [ Name
1l [ Name
' [ Name
I Name
I Name
I Name
I Name
[ Name
t Name
[ Name
[ Name

Sort Warning

First Name

Middle Name

This Sort Warning is generated because the ENRL START DATE column
contains some numbers that are formatted as text

111111 FTED-001 FT!

If a Sort Warning is generated,

The following sort key may not sort as expected
because it contains some numbers formatted as text:

ENRL START DATE

What would you like to do?

leave as defaulted and select “OK”

oooo/

@) iSort anything that looks like a number, as a g

) Sort numbers and numbers

OK <« Cancel

s text separately

Help "
|

0000

First Name

Middle Name

40404 FTED-001 FTO000

EMIS

)
T®

Alliance



Apply Subtotals

‘ GUM HOME  INSERT  PAGELAYOUT FORMULASI DATA |REVIEW VIEW
] (R R B B yom Y B = B B G
|l | @B Le < s v |AlZ B'E ® B ? 2 E
|} From From From From Other Existing Refresh zl Sort Filter Textto Flash Remove Data  Consolidate What-If t Group Ungroy
|| Access Web Text Sources» Connections  All~ ' YoAdvanced  cnlimne  Eill Dunlicatec Validatinn ~ Anaksic v
Get External Data Connections Sort &
pp— % oo From the Data Tab select Subtota
A B @ D £ F G H 1 J K L M N 0 P Q R S
| « | In the Subtotal Prompt select
' RPT DEST SEVERITY RECTYPE " )
1[RN  BIdgIRN CODE  SSID EmisID LastName Fj ' aacan 1 At h h I SSI D
2| 40404 101010 F AF5330185 EMISID LastName Subtotal - ) . eaC C a nge In .
3| 40404 101010F AF9794373 EMISID LastName B[ 4 each change in: )
4| 40s04 1010101 AF9794373 EMISID LastName pr 2 “" U f t' I S
5| 40404 101010C AF9794373 EMISID LastName Gt ( . Se U nC |O n . U| I l
6| 40404 1010101 AG3444498 EMISID LastName H | ¢ . (
T i, i S0 etine st > 3. “Add subtotal to:” ORIG FTE and
8| 40404 1010101 157050894 EMISID LastName Pl [~ enRy staRT DATE . .
9

]
40404 101010 | IS7998181 EMISID LastName Hl|l  ENRLEND DATE |
iV
e e E| ADISTD FTE and ADJSTD SPECED
11 40404 1010101 KJ9471903 EMISID LastName FJll |V ADJSTD SPECED CAT FTE |
12| 40404 1010101 KJ9471903 EMISID LastName LEGAL DIST OF RES IRN |
13 40404 1010101 KL6339882 EMISID LastName V] Replace gurrent subtotals | C AT FTE
14 40404 1010101 KL6339882 EMISID LastName F Page break between groups |
15| 40404 1010101 KL8833970 EMISID LastName 7] Summary below data |
16| 40404 101010 | K18833970 EMISID LastName - | 4 S I t o O KII
R All oK C |
17| 40408 1010101 KL9685822 EMISID LastName [ Bemovean | ok ] [ conce }g . e ec
18| 40404 1010101 KM8256755 EMISID LastName ST ~TITOOTE TN AU FTED?

EMIS

Alliance



FTE Detail Report Subtotaled

—“ HOME IMSERT PAGE LAYOUT FORMULAS. DATA REVIEW VIEW
Ty B [ h =) Giane | s, [— - = ] IE ErE * , .
B2 ln 4 (g oo ol Y g B BE =X B B3 B G g It
From From From From Other Exxsting Refresh | Sort Filter Tetto Flash  Remove Data Consolidate  What-§ Group Ungroup Subtotal — e Desal
Access Web  Tet  Sources~  Conneclions All = L Lar o T*-1"5'd""’n‘:!d Columns  Fill |'.Iu|:|||-; abes Vahdation = .ﬁnal:,-':.l*_. = = =
b Get External Dat ] faxt o cis fiats Yo L &
& : . ) . o o o
= This student’s Original FTE, Adjusted FTE, and Special
s | Education FTE, have been subtotaled and R
appear chronological order o
RPT DEST RPECED
1 IRN Bldg IRN CODE SSID EmisID LastName  FirstMame  Middie Name LEA IRN C CODE DESCR CODE DATE DATE ORIGFTE FTE CATFTE LEGALDI]
| 2 -ﬂ-ﬂdﬂ-ﬂ. 101010 F AF5330185 EMISID Last Name First Mame Middle Name 40404 FTED-D01 FTE Detail NFRG 08/01/2017 12/31/2500 1 0 222332
- 3 AFS5330185 Total 1 [1] 0
[ 4 40404 101010 F AF9794373 EMISID LastMame  FirstName Middle Name 40404 FTED-001 FTO0D0 FTE Detail 070172017 12/11/2017 0.376623 (1 40404
5 40404 102010 | AF9794373 EMISID LastName  FirstName  Middle Name 111111 FTED-001 FTOO00 FTE Detail PSET 017 12/31/2500) 0.612676 0612676 0.612676 |444444
B 40404 101010 C AFIT34373 EMISID  Last Name First Mame Middle Name 40404 FTED-001 FTOODD FTE Detail PSRD 1:-.';"12,-"201 1/25 0.623377 0.387324 0.387324 | 404304
il 7 AF9794373 Total 1.612676 1 1
. 3 40404 102010 1 AG3444498 EMISID LastMame  FirstMame  Middle Name 111111 FTED-001 FTOO00 FTE Detail SPCO  07/01/2017 12/31/2500 1 1 1 4aga44
- g AG 3444998 Total 1 1 1
10 40404 102010 1 ISTOS508%2 EMISID  Last Name First Mame Middle Name 40404 FTED-001 FTOO00 FTEDetail OPDD 07/01/2017 09/03/2017 0.020547 0.020547 333333
11| 40404 101010 | IS7050694 EMISID LastMame  FirstName Middle Name 40404 FTED-001 FTOOD0 FTE Detail OPDD 09/04/2017 12/31/2500 0.979453 0979453 333333
- 12 157050894 Total 1 1 0
13 40404 102020 1 157998181 EMISID Last Name First Mame Middle Name 111111 FTED-001 FTOODO FTE Detail COMM 10/17/2017 12/31/2500 0.782609 0.782609 dddaa4d
- 14 157998181 Total 0.782609 0.782609 0
15 40404 102010 | KI3857778 EMISID LastName  First Name  Middle Name 40404 FTED-001 FTOOOO FTE Detail OPDD 07/01/2017 12/31/2500 1 1 333333
EMIS

I\

Alliance
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- Undo Subtotals

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW  VIEW

mleln 3 G f%@“"‘“'”"‘ Hil Yy eE M £ B B =5 8 49 &

Elp thes i
From From From FromOther  Existing SR | xy Son | P o PPV | Tatio. Fash Mamove  Outs Conaolidehs Whet Reletionships | Grosip Ungroup Subtotl |
Access Web Tet Sources>  Connections  All= o Bdit Links W advanced  Columns  Fill  Duplicates Validation = Analysis * - -
Get External Data Connections Sort & Filtet Data Tools Outline
a1 - > fe  ReTDESTIRN

Trooa s < o e+« | Toundo subtotals select “Subtotal”
and then “Remove All”

o

Ry

T (s O




Quick Check

Subtotaling the FTE Detail
Report provides a format for
easier analysis of the data.
Since many students have
multiple FTEs calculated,
using Excel to sum by student
will allow the detail to be
available while providing

subtotals below each student.

e Are there students with Adjusted or
Special Education FTEs that are less
than the Original FTE?

* Are you using this report with your FTE
Adjustment report to identify reasons
for the adjustments?

* Are you saving your reports between
reviews?

EMIS

Alliance



} Summary

|

* Basic Excel techniques can be very useful when
troubleshooting

 EMIS data in the Student Information System
* EMIS reports
* 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?




