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Using Excel to
Troubleshoot EMIS Data

EMIS

Alliance

The Ohio Department of Education funds development of EMIS training materials
as part of the EMIS Alliance grant. There is an expectation that ITCs will utilize these
materials in training provided to your districts. That said, there are restrictions on
use of the EMIS Alliance materials as follows: Materials developed as part of the
EMIS Alliance program must be provided at no cost to your training participants. If
you utilize the EMIS Alliance training materials — in whole or in part — you must not
charge participants a fee to attend the class where the materials are used. Likewise,
you may not use the materials or any portion thereof in any event where a fee is
charged to attend. Exceptions must be approved in writing by the Department of

Education in advance of scheduling/promoting any event which may violate these
restrictions.

Questions regarding appropriate use of EMIS Alliance materials, or requests for
exception to the restrictions noted above, should be directed to Melissa Hennon
[Melissa.Hennon@education.ohio.qov].
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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

|+ This session will demonstrate Excel functions and practical

} applications that can be helpful in all phases of the EMIS
/| data review process

Outline

* Simple formulas to troubleshoot student FTEs
* VLOOKUP to add LEA names to a report
* Macro to format an FTE Detail report

. * Concatenation and conditional formatting to verify
! | calendar data and student data
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Use Simple Formulas to
| Troubleshoot Student FTEs

Simple Formulas

* In this section we are going to use simple formulas to
identify differences between
* Original FTEs and Adjusted FTEs

| * Adjusted FTEs and Special Education Adjusted FTEs
\‘ * We will filter and highlight those differences to aid in

I | troubleshooting the FTE Detail report
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‘
. FTE Detail Report
Open the most recent version of the FTE Detail Report
B H L7 2 T 9 =
1. Add two new columns
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
X cu s - & wiap Tet —" . | by selecting column S
Do not format/prepare the report Buegencens - 5% w2 ¢ and column T, then right
Clipboard Font Alignment i Number . “" »”
, click and select “Insert
S1 W f\ LEGAL DIST OF RES IRN
B I O A~
G H 1 J K L M N o] P Q R S X U
1 [First Nam«Middle N¢LEA IRN  LEVEL 2 RERESULT CCRESULT CCFTE FUND ENRL STAFENRL END ORIG FTE ADJSTD FTADJSTD SHLEGAL DIS'ST X, Cut
2 |First Middle 011506 FTED-001 FT0000  FTE Detail STEM 07/01/201 12/31/250 1 1 044180 Ea Copy
3 First M|dd|e 011506 FTED.OO1 _ETOOON ETE Dotail STEA na/1 201 01/06/201 0 49122 0.491228 044180 Pd‘lc’)plionsi
4 |First Middle 000236 FTH . 1 044180
cfim  wiae oo w4 2. Dragto widen, then name : o
6 |First Middle 000297 FTH 1 0.6/044180
P|rt wmage wmsr e the two new columns ; o
8 |First Middle 045054 FTED-UUT FTUUDU _ FIE Detail OPDD 7287201 127317250 U.U48U8E 0.048088 044180
9 |First Middle 000241 FTED-001 FT0000 FTEEW;/M/ZO]IZ/SI/EO 1 1 044180
“291 05/30/201 1 1 044180
| O R — I U 101/06/201 0.490798 0.387564 0.387564|044180
A > 112/31/250 1 1 044180
\| ADJSTD FTADJSTRSFORIG vs ADJ ADJvs Sp Ed GAL DIS STD1 05/31/201 0.92 0.92 044180
112/31/250 1 1 044180
. 1 044180 1 06/20/201 1 1 0aa120 Unhide EMIS
B 0.491228 044180
TR T
\ Alliance

‘ In cell S2 type an equal sign
Subtract ADJSTD FTE from ORIG FTE |then click into cell P2. Type
- a minus sign. Click into cell Q2
and press enter
=~
K L M N (o] P Q R S
| 2 RERESULT CCRESULT CCFTE FUND ENRL STAFENRL END ORIG FTE ._QPAS_T_D_F_T ADJSTD SFORIG vs ADJ
001 FTO000 FTE Detail STEM 07/01/201 12,"31/25l] l.i______li
001 FT0000 FTE Detail STEM 08/15/201 01/06/201 0.491228 0.491228
001 FT0000  FTE Detail COMM  08/27/20105/31/201 1 1 Double click, or click and drag the
- bottom right corner of cell S2 to
populate the cells below
K L M N [o] P Q R S T L~
L 2 RERESULT CCRESULT CCFTE FUND ENRL STAFENRL END ORIG FTE ADIJSTD FTADIJSTD SFORIG vs ADJ ADJ
-001 FT0000  FTE Detail STEM 07/01/201 12/31/250 1 1
| -001 FT0O000 FTE Detail STEM 08/15/201 01/06/201 0.491228 0.491228
“ \ -001 FTO00 - s Inminps Ar fns fnnag
‘ Here we can see if there is a dlfference /
EMIS
\ between the original and adjusted FTE
\ - '4‘,3\"' 8
Alliance
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. Add Simple Formulas, cont’d
Subtract ADJSTD SPECED from ADJSTD FTE

1. In cell T2 type an equal sign
then click into cell Q2. Type

22 a minus sign. Click into cell R2
and press enter
K L M N 0 P Q R s T /
L 2 RERESULT CCRESULT CCFTE FUND ENRL STAF ENRL END ORIG FTE _ADJSTD FI_ADJSTD SF_ORIG vs ADJ ADJvs Sp Ed
-001 FT0000  FTE Detail STEM  07/01/201 12/31/250 1 1 o[zaz::: )f |
-001 FTO000 FTE Detail STEM 08/15/201 01/06/201 0.491228 0.491228 aQ
-001 FTO000 FTE Detail COMM 08/27/201 05/31/201 1 1 2' Double CIiCk, or click and drag

the bottom right corner of cell

Here we can see if there is a difference
between the adjusted FTE and adjusted
special education FTE

S2 to populate the cells below

S T

L2 RERESULT CCRESULT CCFTE FUND ENRLSTAFENRLEND ORIG FTE ADJSTD FTADIJS ORIGvs AD) ADJvsSpEd
-001 FT0000 FTE Detail STEM 07/01/201 12/31/250 1 1 1
) \ -001 FT0000  FTE Detail STEM 08/15/20101/06/201 0.491228 0.491228 wiuzzs
A -001 FTO000 FTE Detail COMM 08/27/201 05/31/201 1 1 0 1
\ ans rrannn LTC Piadail moaang aofanfang anfas fagn 2 a o EMIS
\
an 9
Alliance
T
|
|
|
- Filt d Highlight ORIG vs ADJ Dat
Ho ¢ bz o ®- From the Data tab, add filters
FILE HOME INSERT PAGE LAYOUT FORMULAS REVIEW
P D D D |:‘§ “= (=] Connectione
Bleln Lo e
From From From From Other Existing Refresh i
Access Web  Text Sources~  Connections  All~ # Ad
fa Get External Data Connections
H 1 ] L A N p Q R s .
1 Middle| ~ |LEA IRN ~ | LEVEL 2 ~ |RESULT. ~ | RESULT, » | FTE FUT » |ENRL ST~ | ENRLEl * |ORIG F1 » | ADJSTE ~ | ADJSTC. ~ |ORIG vs AL » F| Iter on Column S'
2 Middle 011506 FTED-001 FT0000 FTEDetail STEM  07/01/20112/31/250 % allest to Largest
3 Middle 011506 FTED-001 FT0000 FTEDetail STEM  08/15/20101/06/201 argestt «“ ”
4 Middle 000236 FTED-001 FTO000 FTE Detail COMM  08/27/20105/31/201 ‘ . ORIG VS ADJ ’ unseIECt
5 Middle 000577 FTED-001 FT0000  FTE Detall COMM  08/13/20112/31/250 “unn .
6 |Middle 009957 FTED-001 FT0000 FTEDetail COMM  07/01/20112/31/250 0 and C|ICk OK
7 Middle 045054 FTED-001 FTO000  FTE Detail OPDD  05/28/20112/31/250
8 Middle 000241 FTED-001 FT0000 FTE Detail COMM  07/01/20112/31/250
9 Middle 052878 FTED-001 FT0000  FTE Detail JPSN 08/20/201 05/30/201
10 Middle 009957 FTED-001 FT0000  FTE Detail COMM  07/01/20112/31/250
11 Middle 054239  FTED-001 FTO000 FTEDetail JPSN  09/19/20105/31/201
12 Middle 046128 FTED-001 FT0000 FTE Detail OPDD  08/15/20112/31/250
13 Middle 052803 FTED-001 FTO000  FTE Detail JPSN 07/01/201 06/30/201 ¥10.001088
14 Middle 044180 FTED-001 FT0000 FTEDetail RG)V  07/01/20112/31/250 10002222
15 Middle 044180 FTED-001 FT0000 FTEDetailRG)V  07/01/20112/31/250 :22;23;
16 Middle 044180 FTED-001 FT0000 FTEDetailRG)V  07/01/20112/31/250 20077992
{ 17 Middle 044180 FTED-001 FT0000  FTE Detail PSRD  07/01/20112/31/250 10.213682
1\ 18 Middle 044180 FTED-001 FTO000  FTE Detail PSRD  07/01/20111/08/201 Bourrse
\ 19 Middle 044180 FTED-001 FT0000 FTE Detail PSRD  11/07/20112/31/250
| 20 Middle 044180 FTED-001 FT0000 FTEDetail PSRD  03/04/20105/23/201 oK Cancel
\ EMIS
\
e 10
Alliance
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Filter and Highlight ORIG vs ADJ Data, cont’d

can be corrected by formatting
the column to be “Custom” with
a value of “0.000000”

0.374299

0.295455
1
1

0.373211

0.293233
0
[

0.293233

0.001088

0.002222

[ R 1T 8 @ = e ———
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
I Cut Calibri ‘A =E=E - Ewepter Generat 2 E 4 I normal Bad
ER Copy ~
0 H {u 14
 Formatpomer | B T Y- A == Buwsscs - 5| Salect cells in column S “ORIG vs ADJ”,
ST T right click and highlight in yellow
H 1 ) K L M N o P Q R s / U v
1 Middle| v |LEA IRN ¥ |LEVEL 2 ¥ |RESULT ¥ |RESULT v |FTE FUI v |ENRL ST ¥ |ENRLEI ¥ | ORIG F\ v |ADJSTC ~ | ADJSTC ¥ |ORIG vs AC-¥/ADJ vs Sp E v |LEGAL [ ¥ |STDNT | v |SENTH
17 Middle 044180 FTED-001 FT0000 FTE Detail PSRD 07/01/201 12/31/250 1 0.465974 0.387956 0.5340%6 N N7R01R NAA1RN 50 -
0.465974 0.387982 0.077¢ Calibi  ~[11 <[ A" A" $ + %
Note that the appearance of 1 us (o1 =Pla-=-
= T Theme Colors
1 0.354879 0.645121 0.3¢
IE-06 happens when the 1 naseor " EEEssEm
. . . 0.461538 0.247856 0.147943 0.213682 0.0¢
dlfference Is 0.000001. Thls 0.827068 0.579314 0.279861 0.247754 0.2¢ Ili
0.180451 0.150376 0.150376 0.030075 n I I l I I I
0.296673 0.286672 0.010001

0.2¢ Standard Colors

T e

EMIS

11
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" Filter and Highlight ADJ vs Sp Ed Data

From the Data tab, clear filters

O H S T ews
m HOME  INSERT  PAGELAYOUT  FORMULAS REVIEW  VIEW
® <
From From From FromOther  busting  Refresh
Access Web Text Sour ons Al
et External Dat ion: £ Fi
R S T U V W X Y 4 AA AC
ADJSTC ~ | ORIG vs AC  |ADJ vs Sp € * |LEGAL L ~ | STDNT |~ | SENT R~ | SENT Ri | SENT R( ~ | SENT R(~ | STATE £ DECE[
0 1044180 90 Ps 10 tAtoZ .
0 0.451228 044180 100 - I .
0 1044180 100 - 3 .
0 1044180 100 - .
0 1044180 100 - .
0 0.048083 044180 100 - >
0 1044180 100 - v i®
0 1 044180 100 - 2
0 1 044180 100 - =
0 0.92 044180 100 - " e 2
0 1044180 100 - Fo1 .
) 1044180 100 - %03 2
0 1 044180 100 - ¥105 .
V06 -
[} 1044180 100 -
vios
1 0 0044180 100 - P10
0387956 0534026  0.078018 044180 50 - w12 5
0.254876 0.091278 044180 50 - v 6
0.676692 0 0 044180 50 - e 2
0.278195 0 0.045113 044180 50 - s 2
0 0.027839 048736 50 - .
0.077992 0.387982 048736 50 - Cancel ”
\ 1 0 0 044180 50 - 1
\

Select filter in column

“DISAB CNDTN CODE”,
unselect “**” and “(Blanks)”

then click “OK”

T e
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|

' Filter and Highlight ADJ vs Sp Ed Data, cont’d

‘ B H 9 ME e e- ‘\rvnl
FILE HOME  INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW
.
TR, o [y e o7y T o Apply a second filter on column
1/ WBle lg & E e £ [alz - Reopply :
From From From FromOther  Exising  Refresh z| Sott | Filter Text to a“ d"
| Access Web Text Sourcesw Connections  All~ & Vradvanced  Columns T, ADJ 'S Sp E ’ then unselect
Get External Data Connections Sort & Filter “unn d I. k “« K"
AB1 - DISAB CNDTN CODE 0 ’ and clic o
| H 1 J K L M N o P Q R s
| 1 |middie ~ | LeA IRN - |LEVEL 2 ~ | ResULT ~ | ResuLT ~ | FTE Fur~ | ENRL ST~ | ENRL E(~| ORIG F{~| ADISTE ~ | ADISTD ~ | ORIG vs AL ~
| 16 |Middle 044180 FTED-001 FT0000 FTE Detail RGJV  07/01/20112/31/250 1 4] Sort Smallest to Largest
17 Middle 044130  FTED-001 FTO000 FTE Detail PSRD  07/01/201 12/31/250 1 0.MZ| SortLargestto Smallest q
18 Middle 044180  FTED-001 FTO000  FTE Detail PSRD 07/01/20111/08/201 0.346154 0.3 .
19 |Middle 044180 FTED-001 FT0000 FTE Detail PSRD  11/07/20112/31/250 0.676692 0.6 ~— [
20 Middle 044180  FTED-001 FTO000 FTE Detail PSRD  03/04/20105/23/201 0.323308 0.3! [
23 Middle 044180  FTED-001 FT0000  FTE Detail PSRD 07/01/201 12/31/250 1 q
27 Middle 044130  FTED-001 FT0000 FTEDetall PSRD  03/13/20112/31/250 0.284615 0.2{  NumberFilters Al
31 |Middle 044180  FTED-001 FT0000  FTE Detail PSRD  07/01/20112/31/250 1 = 2
carch
32 |Middle 044180  FTED-001 FT0000  FTE Detail PSRD 12/17/201 04/10/201 0.360902 0.3¢ q
33 |Middle 044180 FTED-001 FT0000  FTE Detail PSRD  01/08/20112/31/250 0511278 0.5 gﬂ"“‘ =
37 Middle 044180  FTED-001 FT0000  FTE Detail PSRD  04/11/20112/31/250 0.180451 0.1¢ 710045113 q
38 Middle 044180  FTED-001 FTO000  FTE Detail PSRD 02/25/201 04/10/201 0.172932 0.1 [£0.074458 q
39 Middle 044180 FTED-001 FT0000  FTE Detail PSRD 07/01/201 05/06/201 0.923077 0.9 voo7s018 = |
40 Middle 044180  FTED-001 FTO000 FTE Detail PSRD  05/07/20112/31/250 0.076523 0.07 | [
41 Middle 044180  FTED-001 FT0000 FTE Detail PSRD  07/01/20112/13/201 0.461538 0.2 Po111139 {
42 Middle 044130 FTED-001 FTO000 FTEDetall PSRD  12/14/20112/31/250 0.538462 0.5: 410.162054 q
43 Middle 044130  FTED-001 FTO000 FTE Detail PSRD  07/01/20112/31/250 1 0162516 -
46 Middle 044180  FTED-001 FT0000  FTE Detail PSRD 07/01/20112/31/250 1 q
47 |Middle 044180  FTED-001 FT0000 FTE Detall PSRD  12/10/20112/31/250 0.571429 0.5 C o D ane
49 Middle 044180  FTED-001 FTO000 FTEDetail PSNR  10/08/20105/08/201 0.729323 0.7: q
13
|
| [ . . '
- Filter and Highlight vs Sp ata, cont
|
‘ ’
|
|
B H S hEewe:-
FILE HOME  INSERT  PAGELAYOUT  FORMULAS = DATA  REVIEW  VIEW
T Ty Y % [2] Connections 5| TR W Clear
E] Reg s i+ [alzZ)
= . Y Reapply
From From From FromOther  Bisting  Refresh 7 Sot Y Advanees Textto Rem:
Access Web Tedt Sources= Connections Al h # Advanc, Columns Duplical I " . I . h
Select cells in column T, right
7 - =Q17-R17 i H i i
- click and highlight in green
H 1 ) K L M N o [ Q R s T u v w X
1 Middle ~ | LEAIRN - |LEVEL 2 ~ |RESULT ~ |RESULT| - | FTE FUT = | ENRL S1~ |ENRL E ~ | ORIG F| = |ADJSTC ~| ADJSTE ~| ORIG vs AL ~ | ADJ vs Sp E-|LEGAL[ ~| STONT | ~ | SENT R | SENTRI = S|
17 Middle 044180 FTED-001 FT0000 FTE Detail PSRD  07/01/20112/31/250 1 0.465974 0.387956  0.534026  0.078018 044180 50 -
18 Middle 044180 FTED-001 FTO000 FTE Detail PSRD  07/01/20111/08/201 0.346154 0.346154 0.254876 0/ 0.091278 044180 50 -
20 Middle 044180 FTED-001 FTO000 FTE Detail PSRD  03/04/20105/23/201 0.323208 0.323308 0.278195 0/ 0.045113 044180 50.- -
32 Middle 044180 FTED-001 FT0000  FTE Detail PSRD 12/17/20104/10/201 0.360902 0.360902 0.249763 0 011 Calibri -|11 -~/ A" &7 § - % -
33 Middle 044180 FTED-001 FT0000 FTE Detail PSRD  01/08/20112/31/250 0.511278 0511278 0.348762 of 016 g 1 =[BT Al -
41 Middle 044180  FTED-001 FT0000  FTEDetail PSRD  07/01/20112/13/201 0461538 0.247856 0.147543 0213682 008bwuswrwsin | -
eme Colors
49 Middle 044180 FTED-001 FTO000 FTE Detail PSNR  10/08/20105/08/201 0.729323 0.729323 0.634865 o oo7ssgosmss o L o -
62 Middle 044180 FTED-001 FT0000 FTEDetail PSRD  02/07/20112/31/250 0.407692 0.407692 0.245638 0/ 0.162054 04415( -
70 Middle 044180 FTED-001 FT0000 FTE Detail PSRD  10/01/20112/31/250 0.827068 0.579314 0.279861  0.247754  0.299453 04418( I -
268 |
269 u I I l I I I I .
270 Standard Colors
m L1} EEEER
272 Mo Fi
273
274
14
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Remove Filters, View nghllghted Cells, and Save

HICEEE 0 0- = — ‘

m HOME INSERT PAGE LAYOUT FOF.M\/LAE.!E w MEW
‘ e _ = | From the Data tab click on “Filter”
rom rom From her isting Refresh Sort Text t Fi
S0 . . e f Advanc C
Get al Data nnections Sort & Filter

< s ol to remove all filters from the report

Q272 f
F G H 1 J K L M N [ P Q R U v A
D Mdde G o Moo FEoemiSTM ooy 3 w
: | Notice that the highlighted cells are 3 S
-+| showing the amount of Original FTE (yellow) 5 i | it
» =« | and Special Education weighted FTE (green) ) wiso | uat
= that is not being funded T T
Eii "&'ZZIZ ZL?ZG ;}ZZ 01 FTooo ;%ZEZIZKLZIC Eé/ii/ZZiYZ/iY/QZS i : \ T
Investlgate if the FTE is fundable and if there is . oo .
pas76 0 0.091278 044180 50 -
an appropriate corrective action. Refer to the FTE oz ) — s
Adjustment report for Result Codes EMIS
abancs
Quick Check * Are you able to add columns and
Focusing on differences in perform simple formulas?
original FTEs, adjusted FTEs, * Are you able to filter and highlight
and special education adjusted values that should be
adjusted FTEs can aid in ) ) ) 3
troubleshooting FTE report investigated:
data. Since many lFTE Detalil * Are you looking at the FTE Adjustment
reports are quite large, report to identify the causes of the
highlighting can make the diust ts?
effected FTEs more obvious. agjustments:
EMIS
ThS 16
Alliance
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Use VLOOKUP to add LEA Names
from OEDS to a Report

Adding LEA Names

* Most EMIS reports contain IRNs and no LEA names which can make
troubleshooting difficult

* This section will add LEA names to the FTE Detail report for a more
user friendly outcome

* We will begin by running a report of LEA IRNs and names from OEDS
and will perform a VLOOKUP to add the LEA names to the FTE Detail
report
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~ Use OEDS Data to Create a Source File

https://oeds.ode.state.oh.us/SearchOrg
LEA data can be pulled into Excel using the OEDS Data link

| = Department
/ Ohlo of Education Session Timeout:00:29:47

Search Organizations

Q search Organizations

SEARCH BY NAME(OR) IRN SEARCH BY ADDRESS & Search Tip

- Searches are not case sensitive. Searches return
Q, Search Organizations Search by Organization Type i organizations Ihat match your $earch lemm n
B B Please selact 1‘ any part of the organization’s name, city of county
of its address, or its [RN. For example, searching
for “colu” will show all schools and districts with
“Columbus” in their name, all schools and districts

HOME ABOUT ODE STATE AGENCIES ONLINE SERVICES Oh.io.gov

- Select LEA Types

Select District LEA Types to Include

Search Organization — Public Extract Data

OEDS Reports

PUBLIC EXTRACT DATA

Select Organization Types By Categories

& |nstructions

] . Select the organization types and click Generate Report to
< DISTRICT > [-) view OEDS data.

All District types
@ What Will Be Included In The Report
| ¥/ Public District ¥/ Nonpublic District
SELECTED LIST
ol District

¥/ Joint Vo
REPORT INCLUDES
Selected District LEA SELECTED LIST OF ORGANIZATION TYPES |
SCHOOL . ,\\‘
types will appear here ‘
INFORMATION TECHNOLOGY CENTER ©
DALITIAAL NieTOIAT -

i,
Alliance

10
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\\ Select School LEA Types
| Select School LEA Types to Include

Select Organization Types By Categories A Instructions

Select the organization types and click Generate Report to
view OEDS data.

|
/ ] @ © What Will Be Included In The Report

All School types

DISTRICT

[ N+

SELECTED LIST

¥ Nonpublic School ¥ Community School
REPORT INCLUDES

¥ Public School o Science, Technology, Engineering and Mathematics

SELECTED LIST OF ORGANIZATION TYPES

(1) PUBLIC DISTRICT
1
(2) JOINT VOCATIONAL SCHOOL I

~ DISTRICT

Night/Adult School

Selected School LEA
types will appear here [~

¥ Vocational School

INFORMATION TECHNOLOGY CENTER .
( 3) NONPUBLIC SCHOOL

POLITICAL DISTRICT [+]
[, ]

MEDIA

\\ Select More LEA Types and Generate Report

\ PUBLIC EXTRACT DATA

okt Orgazson 115 By Calgores e ]

Salect the organization types aad click Genefate Report 1o view OEDS data.

DISTRICT

SCHOOL

Educational Service Center

© What Will Be Included In The Report

SELECTED LIST

INFORMATION TECHNOLOGY CENTER

POLITICAL DISTRICT REPORT INCLUDES

State Supported Organization
State Supported School
Developmental Disabilities
Organization

MEDIA I SELECTED LIST OF ORGANIZATION TYPES

UNIVERSITY/COLLEGE

SERVICE CENTER

CHILDCARE/PRESCHOOL

STATE ORGANIZATION

Scholarship Provider
Unclassified OEC Service Provider

STATE SUPPORTED ORGANIZATION

OTHER ORGANIZATION

0900900099090

CHILD NUTRITION ORGANIZATION

Click on “Generate Report”

11
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 Prepare the Source File

‘ Delete the top row

o . Ji || Generatiic Lo AAS %
B I =M A998
A B C D E r g n i J K

1 |_Generated on 7/25/2019 10:57:13 AM X Cut

2 |IRN ORGANIZ/SCHOOL T GRADE SP. ORG# B Coi S . AILQ

3 1132746 Summit A ElementaiK-6 comt = =P Select the top row, right |, .
f 4 132746  Summit A Communi K-6 Comt ‘D P:“ezp“":: click, and select “delete” nt (3
’ 5 /132761 Summit A ElementaiK-12 Comt = B = Greene https://sueric.martr 1694 Pawr (94

| 6 132761 Summit A Communi K-12 Comi Paste Special.. Greene  https://sueric.martt 1694 Pawr (4

7 132779  Summit A Middle Sc 6-8 Comi Summit https://sucrystal.yir464 S Haw (J

8 132779  Summit A Communi 6-8 Comt st Summit  https://sucrystal.yir 464 S Haw (3

9 |132795  Cliff Park | High Scho 9-12 Comt @ Clark http://wwN/A 821 N Limi (4
\\\ EMIS
I\ e -

Alliance

\
{
\ L]
 Sort Both Files
|
| |lmao-c msew- 1. Select all data on the report by
‘ i nove M ‘E e T clicking on the triangle between
. | na R . row 1 and column A or use CTRL A
Access Web Texst Sources~ Connections  All~
Get External Data Connections Sort & Filter Data Tools I
., a2 - Ji || =ross210r 2. From the Data tab, choose Sort
|
| A B C D E F G H 1 J K L M N o P
1 Q_N ORGANIZ/SCHOOL T GRADE SP. ORGANIZ/ ORGANIZSTATUS  DESIGNAT WEB URL ORG EMAIORG MAIL ORG PHOT ORG FAX SUPERINT SUPERINT SUPERINT TREA
NaA055210 'Stiude 8 Open p://ww eichhold.15940 Bridg (513) 598- (513) 598- N/A N/A N/A N/A
3 (055228 Stla K-8 Open Ls ducmictla 1020 CarcedS121 Q21 (8121021 N2 AL L N/A
4 |055103  StJames 8 effr]
5 |036350  ElidaEler 4 opet [ - = = : > ] /A
‘ ol S F % { lt‘éddlevtl]AVXQeIelel.eveiJiggovylleljl [ootions.. | 1 myaatanas nesders | 01
J 7 044826  SteubenviN/A N/A Public Dis District O Column Sort On Order ayl
8 |060889  Trinity Ev K-8 i o alues [=) [Atoz <1/ | Invza
’ 9 |040279  Wellsville High Scho 8-12 Public SchSchool
R ;’"‘*I"“ h S"’ . : 4. Repeat this sort on the LEA IRN
.In rt prom r .
slE the Sort prompt, sort column on the FTE Detail Report
upss| by IRN and click OK. If a sort :
| === warning appears, click OK (L Do
\ 17 |038265 A P ITES T TU 708 STaT (AT 238 (AT 238N/ A 7P 7R N/A
\\ 181020594 Van Wert Middle Sc 6-8 Public Sch School n Van Wert N/A m_bagley 10694 Stat (419) 238-(419) 238- N/A N/A N/A N/A EMIS
1\ He.
| \ Alliance
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l
|

Adding LEA Names to FTE Detail Repo

3 e e-
INSERT

H ©-
HOME

el 3 E

PAGE LAYOUT
Ir—ﬁ (2] Connections
o
¥5) -

FORMULAS DATA

REVIEW

2@ Y

—_—

VIEW

s B BE =

From From From From Other Existing Refresh z| Sort Filter " o Textto Flash Remove Date|
Access Web Text Sourcesv Connections  All~ o - - N
Get External Data Connections st 1. Select the column to the r|ght of
n . pevecalibn -jn - 425 - % 1 the LEA IRN column, right click
| B I =25-A-H~-%% “ »”
. . ; [ . . . .| and select “Insert”. Label the
1 [Last NameFirst Namitgdle NZLEA IRN. [ & Cut LT CCFTEFY “ ”
2 liact Eirct Middle 011506 |F By Copy Detail STEM new COIumn LEA Name
: F % pasteOptions:  Detail STEM  08/15/201047067201 0.491228 0.491228
2. Place cursorin the i - y Detail COMM 084777201 05/31/201 1 1
first open cell in the new |© ujmuayse L1
F 07/01/201 12/31/250 1 1
column, then select the Detail OPDD  05/28/20112/31/250 0.048088 0.048088
. . E elere Detail COMM  07/01/20112/31/250 1 1
function icon FE Detail JPSN 08/20/20105/30/201 1 1
. — e |F C0CONENtS hatailcomMM  07/01/201 12/31/250 1 1
| 11 |Last First Middle 054239 |F [E] Format Cells.. Detail JPSN 09/19/201 05/31/201 0.92 0.92
\ 12 |Last First Middle 046128 |F  Columnwigth.  Detail OPDD  08/15/20112/31/250 1 1
1\ 13 |Last First Middle 052803 [F Detail I'SN  07/01/20106/30/201 1 1
\\ 14 |Last First Middle 043180 [F Detail RGIV  07/01/20112/31/250 1 1 EMIS
I\ aclio. P R Pyovou || Unhide Bmamiinens 21ns fana anlas tocn N 2
|
\
|
' Begin the VLOOKUP
\ If VLOOKUP does not appear
‘ F G - I J K L M N

1 |Last NameFirst NamiMiddle NeLEAIRN  LEAName Yy e %

2|ast  mrst iddle ousos |- A . | for VLOOKUP and select “Go”
3 |Last First Middle 011506 Search for afundtion:

4 |Last First Middle 000236 Type a brief d ption of what you want to do and then

5 Last First Middle 000577 .

6 Last First Middle 009957 Or select a category: | Most Recently Used B

7 |Last First Middle 045054 Select a function: ‘B 0.04804
8 Last First Middle 000241 [ e

9 Last First Middle 052878 1

10 |Last First Middle 009957 SUM =

11 |Last First Middle 054239 MMRE Select VLOOKUP from the
12 Last First Middle 046128 | PROPER “« . ”ie

13 |Last First Middle 052803 VLOOKUP(lookup_value,table_3 Select a Function” list

14 Last First  Middle 044180 inthe some row ioms coumn| and click “OK”

15 Last First Middle 044180 sorted in an ascending order.

16 |Last First Middle 044180

17 Last First Middle 044180 | 0.4659
18|last  First  Middle 044180 Help on this fundtion } 0.3a61
19 Last First Middle 044180 = — = =02 0.6766
20 |Last First Middle 044180 FTED-001 FT0000 FTE Detail PSRD 03/04/20105/23/201 0.323308 0.3233(
21 llact Eirct Middle 044180 ETEN.ON1_ETNOON ETE Dotail RGIV nR/22/201 0a/na/201 0 027829 0 N2787

in the list of functions, search

EMIS
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VLOOKUP

- Build th

S B T ]
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
|
|
|
|
Get External Data Connections 1. Be sure that your cursor isin
12 - e =VLOOKUP(12 - “ ”
Xk ) the field next to “Lookup_value
F G H 1 J K L M N [e] P Q R S T
1 Last NameFirst Nam«Middle NEL_EELR_N__ LEA Name LEVEL 2 RERESULT CCRESULT CCFTE FUND ENRL STAFENRL END ORIG FTE ADJSTD FTADJSTD SFORIG vs AD)
2 [Last First 1011506 DKUP(12) |FT : = —
3 liast - e erd Function Arguments - —— =]
236 FTE VLOOKUP
2.Selectcell 12 [ Fre Lootun e ] S
957 FTH
. « ” .
in the “LEA IRN” {os: i 4. Place cursor in the
241 FTH
.
column a78 & Table_array field
957 FTE = -
h1 |Last First Middle 054239 1l Log# for a value in the leftmost column of a table, and then returns a value in the same row from a column you d
jable must be sorted in an ascending order.
[2 flast Flest 3 S th t IZ i Lookup_value is the value to be found in the first column of the table, and can be a g
swst me | 3. 9€€ ThAU 12 aPPEArs TN - freoe e o e ing. : q
4 Last First . q
swe e | the Lookup_value field d
6 Last First TTOGTE U TOU T q
7 Last First Middle 044180 M el on this function Cancer | !sozﬁ
8 Last First Middle 044180 { q

- Build the V

LOOKUP, cont’d

* Toggle to your OEDS Data spreadsheet and place your cursor in cell A2

* While holding down the Shift and CTRL keys at the same time, press
right arrow then down arrow

This will populate the Table_array field

148999
148999
149047
149047

Mahoning Virtual Sci4-12
Mahoning Dropout R4-12 Comi
Goal Digit High Scho K-12 Com:
Goal Digit Communi K-12 Com

149302
149302
149328
149328
151175
151175
151175
151175

Life Skills Communi' 9-12
Life Skills Dropout R9-12

West CentHigh Scho 9-12
West Cenf Communi 9-12
West Cent Dropout R9-12
West CentBlended $9-12

A B C D E F G H 1 J K L M (9] P
3]148981 Tomorrow Dropout R6-12 Communi School  Open Morrow  http://the N/A 3700 Cour (419) 718~ N/A mie Byri jbyrne@ti (740) 341- Steg
148999  Mahoning High Scho 4-12 Communi Sd T e (330) 533- Blai
F D fo]
148999  Mahoning Communi 4-12 Communt scfLunction Arguments i p—— e (330) 533- Blai

Foxfire Hi Ungraded 4-12,UNG Communi Scf
Foxfire Hi. Communi 4-12,UNG Communi Sci
Communi School
Communi School Open  Allen
Communi School
Communi School _ Open _ Allen

VLOOKUP le (330) 533- Blai:

le (330) 533- Blai:
bE@ (419) 775- Steq

Lookup_value | 12 "011506"

Table_array | .xisx|Data!SAS2:5X56320
Col_index_num

{'000059","Ada Elementary School”,"El

B
149047  Goal Digit Virtual SciK-12 Communi St I H
149047  Goal Digit Dropout RK-12 Communi S BRnoe ooy \ P ace cursor i ntO
2)149088  Fairborn CHigh Scho 9-12 Communi Sci = C I N .
? | Looks for a value in the leftmost column of a table, and then returns a value in the same row fro I d f I d
145065, |Fairtion O Comenunyi 22 Communi S 0 ity. By defautt, the table must be sorted in an ascending order. o — n ex_ umtie
149088  Fairborn C Virtual Sci9-12 Communi' Scli} —
Table_array is a table of text, numbers, or logical values, in which data is retrieved.
149088 Fairborn L Dropout R9-12 Communi S Table_array can be a reference to a range or a range name. (937) 879- Tam)
149302  Life Skills High Scho 9-12 Communi St

1(805) 258- Jeff
1(805) 258- Jeff
1 (805) 258- Jeff

| Formula result =

Help on this function

[ ]

pen

en p://we
http://wciN/A
http://welN/A
http://wcIN/A

n mindy.sch (419) 222- Karl,
522 W Not (419) 227- (419) 227- Mindy Sch mindy.sch (419) 222- Karl,
522 W Not (419) 227-(419) 227- Mindy Sch mindy.sch (419) 222- Karl;
522 W Not (419) 227- (419) 227- Mindy Sck mindy.sch (419) 222- Karl

Open  Allen

EMIS

14



9/9/2019

Build the VLOOKUP, cont’d

B €~ U z o s
HOME INSERT PAGE LAYOUT FORMULAS DATA RH
S L ) =D [y [ Connections al [Z]
@ | .¢. | Zv ‘A
L [ < = L& Al

From From From From Other
Access Web Text Sources~
Get External Data

Existing Refresh
Connections  All~

Connectiong

F30 v fx School

To determine the Col_index_num
count the number of columns from
the left that contain the values we
want to bring back from the OEDS file.
In this case, column B is 2 columns
from the left

A B C D E

1 |IRN | ¥ |ORGANIZATION NAME v |SCHOOLTYPE v | GRADE SPAN | ¥ | ORGANIZATION TYPE

2 000059 Ada Elementary School Elementary School K-6 Public School

3 000067 Ada High School High School 7-12 Public School

4 1000083 Sandusky Middle School Middle School 7-8 Public School

5 1000102 Meigs Primary School Elementary School K-2 Public School

6 000105 Meigs Intermediate School Elementary School 3-5 Public School

7 000117 Adamsville Elementary School Elementary School K-6 Public School

8 000118 Hamilton Intermediate School Middle School 4-6 Public School

EMIS
\
RS 2
Alliance
Build the VLOOKUP t’d
uli e , CoN
XN 2 e S E—
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
- The complete VLOOKUP
.
function appears here
Get External Data Outiine
VLOOKUP X v f. l =VLOOKUP(lZ,[Z_DEMO_OEDS_Dala.xlsxlmla!$A$1:S)($6320,1,FALSE)I
A B C D E F G H 1 J K L M N .

1 RPTDESTIBIdgIRN SEVERITY (SSID EmisID Last Name First Nam«Middle N:LEA IRN  LEA Name LEVEL 2 RERESULT CCRESULT CCFTE FUND EN 2- Note that the fl rst matCh
2 |040404 O11111 | RV666862« 123456789 Last First Middle 011506 |,FALSE) IFTED-001 FT0000  FTE Detail STEM 07/ .
3 Joaotos Joraani DVGN4ES 11245670 tact Siret  tiddla 11506 S o appears in the prompt
4 040404 O11111 . h I . lo: — —— —
- woos o | 1. INsert 2 in the Col_index_num |
6 040408 011111 . & e 12
7 040404 011111 an d FA I_S E int he Ra nge Ioo ku p o Toble armay | xisx|DatalSAs2:$X56320 R Ads Elementary School” B |
8 040404 011111 - o magex nomb 2
9 040404 011111 | PH284246. 123456856 Last First Middle 052878 FTED-00; Range_loon FALSE
10 040404 011111 | LF0022882 123456875 Last First Middle 009357 FTED-00:
0 : = Dayton Regional STEM School’
i1jososon ouau |} TZB00245¢ 123456919, Last Flest Middle. 1054239 FTED-00 Looks for a value in the leftmost column of 3 table, and then returns a vals a oTomn you
12 040404 011111 | TT4424462 123456937 Last First Middle 046128 FTED-00] | specity. By default, the table must be sorted in an ascending order.
13 040404 011111 | 112262602 123456973 Last First Middle 052803 FTED-00: {ind the dosést match In the first cokan (sorted in
14 040404 O11111 | V420086 123456981 Last First Middle 044180 FTED-00; . 'RUE or omitted; find an exact match = FALSE.
15 040404 011111 I DZ8444841 123456982 Last First Middle 044180 FTED-00! 3. cllck OK
16 040404 O11111 | XF022024( 123456983 Last First Middle 044180 FTED-00; Formuls result = Dayton RegionaTSTERTSEhooT
17 040404 011111 ! BP860648« 123457010 Last First Middle 044180 - e i
18 040404 O11111 | TF842486( 123457022 Last First Middle 044180 &_ox D[ concel J)
19 040404 011111 ! DT680828( 123457027 Last First Middle 044180 FTED-00%.

EMIS

- S8 30
UL
Alliance
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" View LEA Names then Save Changes

@ H S @3 €

] s H I J K L

FILE HOME INSERT PA

e NéLEAIRN  LEA Name LEVEL 2 RERESULT

I t See the firSt LEA Name appear’ e 011506 [Dayton Regional STEM Sch D-001 FT0000
& e 0 .5, |then double click or drag down | ©u50s ED-001 FT0000
Access Web Text Sources~ Con| e 000236 FTED-001 FT0000

ceemins | tO pOpuUlate cells below 577 FTED-001 FT0000

040404 011111
040404 011111

2 - fx || =VLOOKUP(12,[2_DEMO_OEDS_Data.xIsx]Data!$AS2:5X$6320,2, FALSE)
A B [ D E F G H 1 J K L M
1 |RPT DEST BIdg IRN . Middle NeLEA IR Name LEVEL 2 RERESULT CCRESULT CC
wns o111 1| Widen the LEA Name i 506 [Dayton Regional STEM School |FTED-001 FT0000  FTE Detail

iddle 011506 |Dayton Regional STEM School |FTED-001 FT0000  FTE Detail
iddle 000236 |Ohio Connections Academy In|FTED-001 FT0000  FTE Detail
iddle 000577 |Emerson Academy FTED-001 FTO000 FTE Detail

Middle 009957 |Klepinger Community School [FTED-001 FT0000  FTE Detail

040404 011111
040404 011111
040404 011111
10 (040404 011111
11]040404 011111
12|040404 011111

NH408420 12345

%

3

4 column as needed
5 |040404 011111

6

7

8

9

S|
I
I
1
I
040404 011111 | BX668420¢« 123456829 Last First
1
I
1
I
I
1

PH284246. 12345

TZ800248€ 12345

vawse2 12345 Before sending this report to others, change  |!
woozs2 225 the formulas in column J to values. Right click |!
mauez 225t column J and choose “Copy”, then right click
and paste values

[

EMIS

0hy 31
Alliance

. Quick Check

Using data from OEDs to
populate LEA names into an
FTE Detail report can make
the report easier to
troubleshoot. Consider doing
the VLOOKUP on other
columns in the FTE Detail
report or on other EMIS
reports.

* Are you able to generate an LEA report

from OEDS?

* Are you able to perform a VLOOKUP to

add LEA names to the FTE Detail
report?

* What other EMIS reports could be

made more user friendly by populating
LEA names into the report?

EMIS

Thay 32
Alliance
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Create MACROs to Format
| Spreadsheets

EMIS

Alliance

Create a Macro

* A macro can be created to complete spreadsheet set ups with
one click

. *Create it once and use it over and over
.+ Continue using the same FTE Detail Report that we have used

| in previous exercises

| * |If you are using the same FTE Detail report from the last segment,
N | remove filters before beginning the recording

,4 :’ * Note that we are not going to record the simple formulas exercise or
»‘ the VLOOKUP to add LEA names

EMIS

Alliance
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- Macro Steps

* Freeze Top Row

* Wrap Text in the Header Row

* Justify column width

* Apply Filters

* Sort

* Subtotal then highlight subtotaled rows

EMIS

e 35
Alliance

Begin Creating a Macro

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

select “Record Macro”

Middle 011506 Dayton Regional STEM School FTED-001 FT0000  FTE Detail STEM 08/15/201 01/06/201 0.491228 0.4
Middle 000236 Ohio Connections Academy In FTED-001 FTO000  FTE Detail COMM  08/27/20105/31/201 1
Middle 000577 Emerson Academy FTED-001 FTO000  FTE Detail COMM  08/13/20112/31/250 1
Middle 009957  Klepinger Community School FTED-001 FT0000  FTE Detail COMM  07/01/20112/31/250 1

o I_DEMOTrTE “txcer—
= , , - Select the down arrow

[ Q = E [ =1 Split [0 View Side by Side E_ D

= 8 T Hide r r o

loom to New Arrange Freeze Switch Macros

Hlection Window Al Panes~ []Unhide Windows ~ v

Window EYy View Macros ThiS beginS
7 Record Macro... H
= 7 | the recording
ﬁ Use Relative References
H 1 J K L M N 0] P Q
Middle N:LEA IRN  LEA Name LEVEL 2 RERESULT CCRESULT CCFTE FUND ENRL STAFENRLEND ORIG FTE AD/
Middle 011506 Dayton Regional STEM School FTED-001 FT0000 FTE Detail STEM 07/01/201 12/31/250 1

EMIS

e 36
Alliance
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{
{

. Record Macro Prompt

. Set up the prompt

Last Nam First Nam Middle N000444 FTED-001 FT0O000

21| | default value

Enter a Macro name or leave as the

Last

>
L ast Record Macro

/? B3

Last Macrol

Last Shortcut key:

Last| | Macro name: /

Last Ctrl+ |t
Last
Last

Last
Last Description:

—

Store macro in:
Personal Macro Workbook

Last
Last
Last
Last
Last

\B

oK Cancel

Enter a unique Shortcut key value

tail] | Tip- enter a value that you don’t typically
use as a Ctrl command (don’t use values
such as Ctrl A, Ctrl C, Ctrl V, etc.)

menu then click OK

Select “Personal Macro Workbook”
from the “Store macro in” dropdown

\

Last Nam First Narr Middle N040404 FTED-001FT0000 FTE Detai

EMIS

--',"'.\— 37

Alliance

{
{

' Begin Recording the Macro

.~ *Macro is now recording

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

iy

040404 042222 |
040404 042222 |
040404 011606 |
|
|

N

w

040404 011606
040404 011606

wm

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

Last Nam First Narr Middle N 040404
Last Nam First Narr Middle N 040404
Last Nam First Narr Middle N011606
Last Nam First Narr Middle N011606
Last Nam First Narr Middle N 011606

FTED-001 FT0000
FTED-001 FT0000
FTED-001 FT0000
FTED-001 FT0000
FTED-001 FT0000

[&)]

~

W W w w w w w w
S

9]

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

FTED-001) FTE Detail043968-201

)

EMIS

--',"'.\— 38

Alliance
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Recording the Macro

Start by selecting the top row

=] 0 3 = T DEMUI-MATTRUS T D et REPOTTXIY - B
FILE HOME  INSERT  PAGELAYOUT ~ FORMULAS  DATA  REVIEW = VEW
= BT - =] 3 Split 1 e b ] |y}
| Ruler | Formula B q r-’ L 2 y

A mpo e Q3B BB @I Do B M
Nommal Page Break Page Custom (] Grilines [v] Headings Zoom 100% Zoomto  MNew Amange Freeze _ ) Switch  Macros

Preview Layout Views Selection Window Al Panes~ ] Unhide Res ndow Posit Windows~  ~

Workbook Views Show Zoom Window Macros
Al - Jr | RPTOESTIRN

A B C D E F G H 1 J K L M N 0 P Q R

l‘kpr DESTBIdg IRN SEVERITYSSID  EmisID Last Nam First Nan Middle NLEA IRN LEVEL 2 RRESULT C RESULT C FTE FUNL ENRL STAENRL ENL ORIG FTE ADJSTD FADJSTD §
2 012664 | RI358902 Emis ID Last Nam First Nam Middle N012664 FTED-001FT0000 FTE DetalATSM  07/01/20 12/31/25 1 1 1
3 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
4 i i i - COMM  08/21/20 12/31/25 1 1
5 /040404 133333 | . “uqn . COMM  03/02/20 12/31/25 0.05525 0.05525
6 040404 000444 1 CI|Ck on the 1 to seIeCt the fII'St row FOMM 07/01/20 12/31/25 0.42778 0.42778
7 040404 149888 | KA43989Emis ID_ Last Nam First Nan Middle N051555 FTED-O01FT0000 FTEDetalCTVC  08/17/20 11/01/20 0.00246 0.00246
8 040404 149888 | GM78917Emis ID  Last Nam First Nam Middle N051555 FTED-001FT0000 FTE DetaiCTVC  08/22/20 10/19/20 0.00191 0.00191

Recording the Macro, cont’d

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

[x = % [ T DEMUITMATRUT T DeTan=KepOTtXIs - E

HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW
[ =l 7] Formula B Q [':’ EQ E @DSPM i = I

D B D [ ormulaBar a | | = Liide B = [

Normal Page Break Page Custom (U] Gridlines /] Headings ~ Z00m 100% Zoomto  New Armange] Freeze ) Switch  Macros
Preview Layout Views Selection Window All (Panes=J( Unhide heset Window Position. | windows ~ A
Workbook Views Show Zoom .l Freeze Panes Macros

= ;J Keep rows and columns visible while the rest of
Al - fx | RPTDESTIRN = the worksheet scrolls (based on current selection).
Freeze Top Row
= Keep the top row visible while scrolling through
A B C D E F G H 1 J the rest of the worksheet. Q R

1 [RPT DESTIBIAg IRN SEVERITYSSID __|EmisID_|Last Nam First Nan Middle NLEA IRN |LEVEL2RRES ——— freeze First Column {ADJSTD FADJSTD §

2 (040408 012664 | RI358902 Emis ID _ Last Nam First Namr Middle N012664 FTED-001FTC o  Keep the first column visible while scrolling 1 1

through the rest of the worksheet.

3 |040404 012664 | TMS8425 Emis ID  Last Nam First Nan Middle N012664 FTED-001FTGuvu ric uetarsiow —uzyzuyzu xzy o1 z> viosrss 0.85714 0.85714

4 040404 133333 | X1702135 Emis ID  Last Nam First Nan Middle N133333  FTED-001FT0000 FTE DetaiCOMM  08/21/20 12/31/25 1 1

S5 |040404 133333 | TS809912Emis ID  Last Nam First Nan Middle N133333  FTED-001FT0000 FTE DetaiCOMM  03/02/20 12/31/25 0.05525 0.05525

6 040404 000444 | MN68131Emis ID Last Nam First Nam Middle N000444 FTED-001FT0000 FTE DetaiCOMM  07/01/20 12/31/25 0.42778 0.42778

7 1040404 149883 | KA43989¢Emis ID _Last Nam First Nam Middle N051555  FTED-001FT0000 FTE DetaiCTVC  08/17/20 11/01/20 0.00246 0.00246

20
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Recording the Macro, cont’d

From the Home Tab, select “Wrap Text”

[x i = I LI T DEMUT matro e vern wepd
FILE INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW
o _ o .
Y X Cut Calibri Ta A = Text _.=| H .]4 Normal
paste D COPY Cd"?\F‘
aste . . M. . = . . €0 00 onditional Format as :
Clipboard M Font m Alignment M Number 1]
Al - fi | RPTDESTIRN
A B c D E F G H 1 J K L M N o P Q
LEVEL2 FTE
RPT REC RESULT FUND ENRL  ENRL
DEST SEVERIT Last  First  Middle TYPE  RESULT CODE PTTIRN START END  ORIG  ADISTD
1|IRN  BIdgIRN YCODE SSID  EmisiD Name Name Name LEAIRN CODE CODE DESCR CODE DATE DATE FTE FTE
2 040404 012664 | RI358902 Emis ID  Last Nam First Nan Middle NO12664 FTED-001FTO000 FTE DetaiATSM  07/01/20 12/31/25 1 1
3 |040404 012664 | TM58425 Emis ID  Last Nam First Nan Middle NO12664  FTED-001FT0000 FTE DetaiATSM  09/26/20 12/31/25 0.85714 0.85714
4 040404 133323 | X1702135 Emis ID  Last Nam First Nan Middle N133333  FTED-001FTO000 FTE DetaiCOMM  08/21/20 12/31/25 1 1
5 040404 133333 | TS809912Emis ID_Last Nam First Nan Middle N133333  FTED-001FT0000 FTE DetaiCOMM _03/02/20 12/31/25 0.05525 0.05525

Recording the Macro, cont’d

.i !. HOME | INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
H H C- —
Click on the triangle 3, Jb Cut Calibri ‘ncax E=E - Eweptet Text
— EB Copy ~
between Column A and Paste o ipaite B L V- EH- O&-A- == = EMerge&Center - § -
Row 1 to select the Clipboard 5 Font 5 Alignment 5
entire spreadsheet A1 ¥ Jx | reTOESTIRN
™ A B C D E F G H I J K
LEVEL2
Place cursor between any " = '
two column headers and | AfEST SEVERIT last  First  Middle TYPE  RESULT
double click F= 5 5 % of 1 [RN_ BIdgIRN YCODE SSID  EmisiD Name Name Name LEAIRN CODE CODE I
ou eclic X 2 040404 012664 | RI358902 Emis ID Last Nam First Nanm Middle N012664 FTED-001FT0000 f
Y TN 3 040404 012664 | TM58425 Emis ID  Last Nam First Nanmr Middle N012664 FTED-001FT0000 H
B k‘f) (c 4 040404 133333 1 X1702135 Emis ID Last Nam First Nam Middle N133333 FTED-001FT0000
5 040404 133333 | TS809912Emis ID Last Nam First Nan Middle N133333 FTED-001FT0000 §
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Recording the Macro, cont’d

From the Home tab, select “Sort & Filter” and then “Filter”

X = 7 @ - &
INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
st = > = AutoSum ~|
@ Calibri -ln -l A A == #- EWepTet T at s =X IK >_: oo 2
3 Copy ~ - ¥ Fill =
P & s = | B ter = Not Insert Delete Format
e e BT U - B A EE=E= &= [ Merges Conter e o] | RO | & Clone
Clipboard ] Fant [ Alignment
AL - fr meTDESTIAN
A B C D E F G H 1 J K w X Y z AA AB
STATE
LEVEL2 EQUIV
RPT REC SENT SENT GRADE DISAB SPECED ECON CAL
pesT SEVERIT Last  First  Middle TYPE  RESUL] DN REASON REASON LEVEL CNDIN CAT  DISADV LEP FTEINCL CALDIST BLDG  GF
1 [iIRn 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 D Last Nam First Nam Middle N012664  FTED-001 FT000( = K6 12 6 N N FULL 999999 999999 **
3040404 012664 | TM58425 Emis ID _ Last Nam First Nar Middle N012664  FTED-001 FT000] = 03 12 6 N N FULL 999999 999999 **

EMIS

"
T

Alliance

Recording the Macro, New Steps
Sort by SSID, then by Enrollment Start Date

HOME INSERT PAGE LAYOUT FORMULAS | DATA | REviEw

1 From the Data Tab choose Sort

3 y W o
From From From From Other Existing b-'m;'.;u Filter Text to Remove Data Consolidate What|
ccess Web Tet Sources~ Connections  All~ W Advanced  Columns Duplicates Validation * Analys
A2 v S | 40104 “ ”
— Sort by SSID, then select “Add Level”, then
A B C D E F G H
a n
sort by “ENRL START DATE”, then select
{u, ”n
RPT DEST SEVERITY OK
1 IRN Bldg IRN CODE SSID Emis ID _ Last Name F Name Middle Name LEA IRN CODE CODE _ DESCR CODE DATE
2 40404 101010 F AF5330185 EMISID Last my/nm Name  Middle Name 40404 FTED-001 FT0000 FTE Detail NFRG 08/01/2(
3 40404 101010 F SIS V'a ama T s + Lo 07/01/24
4 40404 101010 | AF9794373 | Sort e e ——— 0S| 12/12/2(
5 F: H
L S e acsmee] | (e X veeion | e | - (] amen.] @ wonmnses (B iy | If @ SOrt warning
7| 40404 1010101 157050894 | | | Column Sort On Order 07/01/2( o
o | dis om0t ismosossa (e e = - o < B osrour appears, click OK
o 40404 101010 | 157998181 Thenby |ENRLSTARTDATE |w| [Values v| |Atoz ol 10/17/2(
0 40404 101010 | KJ3857778 07/01/2
1 40404 101010 | KJ9471903 07/01/24
2| 40404 1010101 KJ9471903 09/04/24
3 40404 101010 1 KL6339882 07/03/24
4 40404 101010 1 KL6339882 12/13/2
EMIS

4 40404 101010 | KL8833970 07/01/24
6| 40404 1010101 assazoro f| - ancel |l 09/04/24
7| 40404 1010101 KL9685822 oMM 08/21/2(
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Apply Subtotals

REVIEW

From the Data Tab select Subtotal

(2 Connects b ~ =] 7 >
o O e 5 Y = :” i o I ? '
From From From FromOther  Existing  Refresh Sot | Filter Tedto Remove  Data  Consofidate What-lf Group Ungroug{Subtotall
Access Web Text Sources= Connections All= |o Edit Links i Y Advanced  Columns Duplicates Validation - Analysis = -
Get External Data & Fiter Data Tool
Al - fo | meroestian
e e — J In the Subtotal Prompt select
“« /]
1. “At each change in:” SSID
RPT DEST SEVERITY tast First Middle REC « H »”
1[IRN  ~|BldgIF~cODE [+|ssib [~ EmisID [~ |Nan *|Nani v Nami  |LEA IR] Subtotal [EE=X=) 2. Use functlon: Sum
2 [0s0404 o11111 1t BFosa26ds 123463667 Last Fist Middle osa1sd [ oo, FTEd
3 040404 011111 1 810082484 123463241 Last First Middle 04418 =1 | BT u ”
o oumi | s st it ool s 5 2 3. “Add subtotal to:” ORIG FTE
s os0404 011111 1 BN0024228 123463197 Last  First  Middle 0s418q | "' = | BT
6 [040404 011111 | BN2282646 123461615 Last  First Middle 044184 \Mdmm"m — | jFTEd d ADJ STD FTE d ADJSTD
7 [os0204 011111 1 BNG204622 123457306 Last First Middle osa1a| ~<CER T Nl GE an an
8 (040404 011111 | BN6608042 123457361 Last  First Middle 044184| v oriG FIE FTEQ
9 040404 011111 BPa286864 123463226 Last  First Middle osatd| JAOSTOTE | lFTEG
10040404 011111 | BP8606484 123457010 Last  First Middle 04418 !l T ORIG vs ADJ FTEQ SPECED CAT FTE
11f0s0408 011111 | BR6260824 123463229 Last First Middle 04418 I 4D) v3 5p €6 il G5
12(040404 011111 | BV6024606 123463225 Last  First Middle 04418 | 7] Replace urrent subtotals FTEC 4 S I llo K"
13(0s0404 011111 |1 BUGOBA0GH | 123457681 Last_Frst_ Middle G411 g v etween aros e 4. @ ect
14|0d0208 011111 | BV6084064 123457680 Last  First Middle 044188 /) summary betow aata FTEq
15[os0d0s 011111 | BX2640686 123463242 Last  First Middle 034184 ( - [FTED-001 [FT0000 | FTE Detall PSRD | 08/20/2018 112/31/2500 1
16 o |1 123457534 Last  First  Middle 04418 l gemovesn | [0k ] [ conce IFTED-001 FT0000 FTE Detail PSRD 07/01/2018 12/31/2500 1 ‘
L12l0a 456829 st rst ddle 199 ETEN.OM ETONON ETF Netall COMM 07/01/5018 12/31/2600 1

\ Alliance

. Filter and Highlight

B H S >ee0 B | >IN m -
| h HOME  INSERT  PAGELAYOUT  FORMULAS ~ DATA = REVIEW  VIEW INSERT PAGE LAYOUT FORMULAS DATA REVIEW
‘ @ [ % % O Connections 4| [T 'Y & m TR o o - ':j;,w,ip,m
From From From From Other Refresh Sort | Filter - B I U - - &= = EMerge & Cd
Access Web Tedt S ns All- & W Adva @,,:“%‘ A
et External Data Font e Colors \lignment
a1 : 7 1. Filter on the “RPT DIST IRN”
i1 4 s | column and select only “Blanks” P .
then click “OK”
RPT DEST SEVERITY Middle RPTDEST S & More Colors. Last  First
1|rNn [v allest R Nan ~ | p#n ~ | Nami ~ |LEA IF | 1 [IRN ML 1L "R [ ——— peperemssd | ¥ | Nan ~ | Nan ~ |
2 [040404 Middle 044180 2 [040408 011111 1 BF8442646 123463667 Last  First
- 3 o - 3 BF8442646 Total
4 (040404 Middle 044180 4 |040404 011111 |
o - 18 2. From the Home Tab select
6 |040d04 Middle 044180 6 (040404 011111 |
= - ; o .
1 |oes ‘ —— +|uoss o « | highlight and choose a color
-] e - )
10 /040404 baGcet iy last First Middle 044180 10 (040404 01111 N : “
-] n -] n
1/ I i 4l e on 3- Choose the filter on the “RPT
-] B -] 13 .
e TR u|oscsos ol DIST IRN” column again and check
-] 15 -] 1
[- i wst et e osisg || [ sjooss oun “Select All” then click “OK”
18040404 _llast First Middle 044180 18 (040404 011111 11 BP8606484 | 123457010 Last First EMIS
\ " e ® ol | (FTED-001) FTE Detail0a4180.201 | ( D g S )
0, 46
\. AIIi'a.nce
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Stop the Recording

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

Z8|0a040q U133
291040404 011777
30 |040404 042222
31|040404 042222
32040404 042222
33040404 011606
341040404 011606
35040404 011606
36

JHZZ31I564 EMISID LaStName FIirst Name Viadlie Name U5IS55 FIEDA
MM3506602 Emis ID Last Name First Name Middle Name 040404 FTED-
KS2624834 EmisID Last Name First Name Middle Name 051555 FTED-
TW2624834 EmisID Last Name First Name Middle Name 040404 FTED-
The appearance of the icon will change and a hover [TED-
. . TED-

message will appear. “No macros are currently recording.

TED-
H H H ”
Click to begin recording a new macro. ED-

(FTED-001) FTE Detail043968-201 ©)

EMIS

y
R 47

Alliance

Sorted, Subtotaled, and Highlighted Report

| 8% Te- e e—————
[ WOME SN PAGELAWOUT  FORVULAS  DATA RN | VEW
‘ %

mal Page resk: P
p

c D E F H 1 L M N o 3 Q T
FTE
LEVEL2 RESULT FUND ENRL ADJSTD LEGAL STDNT SEl
APT DEST sevenmmy st it Middle RECTYPE RESULT CODE  PTIRN START  ENRLEND ADISTO SPECED ORIGs ADJvsSp DISTOF PCTOF RE]
1 IRN ~ Bldg IF - CODE |~ SSID > EmisID ~ Nan - Nan - Nam - LEAIF ~ LEA Name ~ CODE - CODE~ DESCR |~ CODi~ DATE - |DATE - ORIGF ~ FTE - CATFTI - AD) - Ed * RESIF~ TIME - 1
29 04ps04 011111 BXN2544644 123457534 Last  First  Middle 044180 Kettering City School District FTED-001 FTO000 FTEDetail PSRD 07/01/2018 12/31/2500 1 1 1 o 0 044180 50 -
- 30 BX2844844 Total 1 1 1
31 040404 011111 | BX6684204 123456829 Last  First Middle 009957 Klepinger Community School FTED-D01 FT0000 FTEDetail COMM 07/01/2018 12/31/2500 1 1 o 1 044180 100 -
- 32 BX6684204 Total i 1 0
33 040404 011111 | B22468460 123457421 Last  First Middle 044180 Kettering City School District FTED-O01 FT0000 FTEDetail PSRD 07/01/2018 12/13/2018 0.461538 0.247856 0.147943 0.2136820.099913 044130 50 -
34 040404 011111 | BI2468460 123457422 Last  First Middle 044180 Kettering City School District FTED-Q0L FT0000 FTEDetail PSRD  12/14/201% 12/31/2500 0.533462 0.538462 0.538462 o 0 0441280 50
| 38 822468460 Total 1 0.786318 0686305
6 040408 OL1111 1 DB2082350 123357155 Last  FIrSt  MIGdle DA4180 Ketiering City SChoo! DIStrict FTED-OOL FI0000 FIEDetall PSRD  03/13]2015 12]31/2500 0.254615 0.253615 0.283615 o 0 0aa180 - |
- 37 DB2042480 Total 0.284615 0.284615 0.284615
2 0001 FI0000 FTEDetail CTVC O7/0L/2018 05/15/2019 04245 04245 o camsouny 4.
- . . . . 04245 04245 o
‘ ,r'g'nal FTES' Adjusted FTES’ and SPEC|aI TED-001 FT0000 FTEDetail RGV  O7/01/2018 12/31/2500 i :: . 04 06043848 100-
d . h b b I d TED-001 FTO000 FTEDetall RGIV  08/15/2018 12/31/2500 05 s o 0.5 043844 50 -
-| Education FTEs, have been subtotale o8 o
FTED-001 FT0000 FTEDetail PSRD  07/01/2018 12/31/2500 1 1 1 o 0 044280
- H 1 1 1
and appear chronological order e B B Dosusa | 0"
| 1 ] 0
EMIS
b .
TN
TS 48
Alliance
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. Make the Macro a Quick Link

Select the Quick Link dropdown

Popular Commands
B s
 Unéo
& Redo

Emait

Commands Not in the Ribbon

File Tabs

Customize Quick Access Toolbar
For all documents (delaul])

In the “Choose commands
from” dropdown, select “Macros”

Developes Tab
Add-Ins Tabs

Smatant Tools | Design Tob
Smarin Tock: | Format Tab

Chart Tools | Design Tab

Chart Tools | Fomat Tab

Draing Teols | Format Tabs

Picture Tooks | Format Tab
PivetTable Tools | Analyze Tab
PivotTatie Took | Design Tab
Header & Footer Tocks | Design Tob
Table Tools| Design Tab

Customizations:

| PivotChart Taok | Anslyze Teb
PivotChart Tools | Design Tab
=

b Tocke | Eoemur Tab

Rget =

“ M C d ) 7 I O s
arrow, then ore Lommands
Y . ¥
H ©- [} Zl - l
FILE HOME | INSERT Customize Quick Access Toolbar  ATA  REVIE
o Mew
36 Cut Calibri =
ER Copy ~ Open
Paste —
- ¥ Format Painter | © 1| v Save =
Clipboard m v Email Align EE -
Al Quick Print b-oos)
Print Preview and Print o |
Spelling oot
00|
G = a ~ Undo N g ||
-001f|
v Rede oo
. : 00|
Sort Ascending ENRL ool
First Middle Sort Descending START = :
1 |Name|[x|Name[~[IEAIRIT]  Touch/Mouse Mode ~|paTe [~ oo
2 |First Nar Middle N 012664 07/01/20 ool
5 5 Mere Commands... oo
3 |First Narm Middle N012664 - 09/26/20 oonf|
4 |First Nam Middle N133333 Show Below the Ribbon 1 08/21/20 x:
5 |First NamMiddle N133332  FTED-001FT0O000 FTE Detai COMM  03/02/20 001 |
6 |First Nan Middle NO0O444  FTED-001FT0000  FTE Detai COMM _ 07/01/20

{

Excel Options.

ene &

Choose commands from:

ustomize the Quick Acce

Macros

<Separstors
s PERSONALXLSB!Macro!

Quick Access Toolbar

Select the macro
and click “Add”

Show Quick Access Toolbar below the

Customize Quick Access Toolbar:

5 For ail documents (default
s

© Undo

& PERSONALXLSB!Macrol

Customizations: | Raset ¥
Imgort/Export *

T

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

Quick Access Vno\lur‘

Cancel | |

— rv
W PERSONALXLSB™Macrol © Undo
& PERSONALXLSEMacro2 O Redo
= - — Email
‘Modify Button - [EER—] 5 sum

Symbot

£ PERSONALXLSEMacrol

Click OK and OK

=
ustomizations: Reset ~

Show Quick Access Toolbar below the

Ribbo

imgot/Export

o=

EMIS

ey,

UL

k)

Alliance
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| Quick Link

' New Quick Link now appears

| :
| HS ¢ @3 s(e]
FILE HOME INSERT PAGE LAYOUT FORMULASY

v| Formula Bar

1B BT

Normal Page Break Page Custom

| Gridlines |v| Headings

Preview Layout Views N N N ;
A Workbook Views Show To remove the Quick Link, right click
)
_—— | on theicon and select “Remove from
@S BT € @; — . ”
I HOME  INSERT  PAGEL [ Remove from Quick Access Toolbar ] Qu|ck Access Toolbar

Customize Quick Access Toolbar...

| BB B 1= =] f
== E h, ! Show Quick Access Toolbar Below the Ribbon ~ —== [ |

|
New Arrange F

Normal Page Break Page Custom [ g,
indow All Pj

Preview Layout Views

Customize the Ribbon...

Workbook Views Collapse the Ribbop

16 - fr || ="oas1s0"
\ 12]3] A B c D E F G H 1
I\ - EMIS
\ Q
I
Alliance

\
|

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 Select Save so that the macro will be
Petail available to use on future spreadsheets
Petail Microsoft Excel - ——
Detai o
Detail ! Do you want to save the chang€s you made to the 33
Detai Personal Macro W_orkboo 2 you»(li(k Yes, the Ba3s
macros will be availal he next time you start
Detail Microsoft Excel. 1
g:::: [ Save ‘(I { Don't Save ] [ Cancel
Detai _ 201870 . _
Detail NFRG 09/07/2018 12/31/2500 0.964286 0.964286 EMIS
5N .,
\ Alliance
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Delete a Macro

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

m d _‘j z oo DEMO_1_MACRO_FTE_Detail_ Report - Copy.xlsx
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW
| From a new or existing spreadsheet < = = =1 2% [Umice L2 fmtom

T Hide
ez

N . . New A
™ select “Unhide” from the View tab [0 ... Unhide workbook: §
Workbook Views Show Zoom Wini
Al - Jx | RPTDESTIRN
A 8 c In the Unhide prompt with L .
1 |RPT DESTIBIdg IRN SEVERITY SSI . m_ =
2 040404 012664 | RI3 PERSONAL.XLSB selected, click OK FTE Detai ATS [cna )
3 040404 012664 | TM58425 Emis ID Last Nam First Nam Middle N012664 FTED-001FT0000 FTE Detai ATS
4 040404 133333 | X1702135 Emis ID Last Nam First Narr Middle N133333 FTED-001FT0000 FTE Detai COMM DE/’ZI,‘QH lZfBl,’?j 1 1
5 040404 133333 | TS809912 Emis ID Last Nam First Narr Middle N133333 FTED-001FT0000 FTE Detai COMM l]i,f(]J,I'ZH ]2,’31,’25 0.05525 0.05525
6 040404 000444 | MNG68131Emis ID  Last Nam First Narr Middle N000444 FTED-001FTO000 FTE DetaiCOMM  07/01/20 12/31/25 0.42778 0.42778
\ EMIS
\
oy 53
\ Alliance
-
|
‘\
. Delete a Macro, cont’d
’
A blank spreadsheet named PERSONAL.XLSB will open
Macro Mﬂ
| Macro name: ]
Macrol =] Bun
Macrol “| [ stepinto |
Macro3 -
Q

Select “Macros” from the View tab, then in the

Il [ Options... ]
Macro prompt select the macro to be deleted |~ 5
select “delete” :
IMPORTANT! When finished, close the Macro e

prompt and select “Hide” and the PERSONAL.XLSB will close

EMIS

\ o 54

Alliance
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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?

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

* Are you able to find and manage your
macros?

Using Concatenation and

Conditional Formatting to

Verify Calendar Data and
Student Data

28
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Data Comparison

* Compare the Calendar Display report to the Student Attributes
Effective Date Record (FD)

* Look for students who have no matching calendar in the calendar
collection

* Look for calendars being reported to EMIS that have no students
assigned to them

* Result will be cleaner data and correct calendar assignments on the
FTE Detail report

EMIS

57
Thy
\ Alliance

Calendar Display Report

Find the Calendar Display report that aligns with the current student
collection

* In this example we will use the Final Calendar Collection for FY19 and

compare it to the End of Year Student Collection for FY19
Calendar Collection - Final (EY19)

submissions: 0ctobe| Galect “View submission # Data”

- .| and find the Calendar Display

S aiom: | Report and the Student Attributes
Date Effective (FD) file

[End of Year Student Collection (EY19)

Submissions: May 03, 2019 - July 17, 2019 (closed) Data only available via Reports > Received\Files: in 501 days

Version: 6 From QDE: Level 2 Reports

July 09, 2019 at 01:03:59 PM by
d (July 09, 2019 at 01:03:39 PM)

Status: The co
Submission Status:
Submission Number:

Actions: St Prepare Outputs: Ml tlaldalon

EMIS

58

Thy
\ Alliance
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 Prepare the Calendar Display Report

* Run macro to prepare the report (original macro from FY19,
not new subtotaling macro) or prepare the report manually

* Filter Row Number column to include only Row 1

A B C D E F G
Calendar For: Dist-Bldg
Grade-AP ont ¥ | Sund ¥ | Monday v Tuesday v |Wednesday |~ Thursd

0404-001111-01-** "\ 01 1l 1@
80 [od0404-001111-02-** fo1 | The result will be an unduplicated list of

158 |040404-001111-03-** .
256 loaoaoaoo1111.00+ |on | €@lendars that are being reported to EMIS
01 Jul-18

314 |040404-001111-05-**

392 |040404-001111-KG-HA |01 Jul-18
470 |040404-001111-KG-HP |01 Jul-18
548 |040404-001111-KG-WC |01 Jul-18
625 |040404-008888-01-** |01 Jul-18
703 %0404-008888-02-" 01 Jul-18

EMIS

i ke 59
\ Alliance

|
|
|
|
- Prepare the Student Attributes (FD) Report
Run macro to prepare the report (original macro from FY19, not
new subtotaling macro) or prepare the report manually
H - MY @ s 1
FILE HOME | INSERT  PAGELAVOUT  FORMULAS  DATA  REVIEW  VIEW Select the column to the rlght
—23 3“2" Calibr Ju ax ==2 »- Huwre | of the Attendance Pattern column,
e DCoPY T A — - . . .
T romatpane T U L -4 === &= Bueacee then right click and select “insert”
Clipboard fa Font [} Alignment T Number ]
K1 M f\ Disadvantagement Calibi |11 - A" A7
B I =4~
A B C D E F G H 1 ) K L M N
State ¥ Cut
Equiva Atten Ey Copy ang
EMIS Effective lent  dance |Disac - ) — H
(y Paste Options:
District Buildin StudentID Last First State Start Effective Grade Patter|anta| . ad ||
1 [IRN |~ |gIRN~ Number |~ |Nan v Nan~ |Student| v|Date |~ EndDa v /Leve~/n |~¥|men| 0 HEL
2 |040404 001111 1232456789 Last First VB0662802 20180701 00000000 02 = = Pacte Special.
3 |040404 001111 1232456790 Last First XD4464240 20180701 20180814 01 = = Q
4 |040404 001111 1232456791 Last First XD4464240 20180815 20190207 01 = |1 -
5 (040404 001111 1232456792 Last First XD4464240 20190208 00000000 01 = |1 Defere
\ 6 |040404 001111 1232456793 Last First HZ4820082 20180701 20180814 03 = |8 Clear Contents EMIS
\ 7 040404 001111 1232456794 Last First HZ4820082 20180815 20190207 03 * |1 [ EormatCel.. A .
0 ke
\ AIIi'a.nce
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Concatenate Calendar Data

Name the new column (i.e. Calendar) and expand width of column

@ H S '. e .
‘\ B e sl (e S i eyt P .| 2. If CONCATENATE does not appear
L ; e — in the list of functions, search
K2 W
for CONCATENATE and select “Go”

H 1 J K L —
State
EMIS

Equiva Atten Inzert Function - (2 ez
Effective lent |dance | Search for a fundtion: |
ol m<lnommer Elnod - Effactivg Grada | Pattor | typea briet descrioti of what you want to do andthen [ &
| dikGo

1 IRN ~|gIRN ~|Number ~|Nan ~|Nan - Student | ~)\Qate | ~|EndDal~|Leve ~|n | ~|Calendar
2 |mmm 001111 1232456789 Last  First VBD662802 20080701 00000000 02 - =

80814 01
1. Place cursorinto cell [sxzeere -
K2 then select the Insert [ oo - / o

| Function Wizard o dowowo o1~ / o
T s e e e 3, Select CONCATEN/ATE from

14 040404 001111 1232456801 Last First XBSS44622 20190517 the ”Select a FunCtion" Iist @ Cancel

15 040404 001111 1232456802 Last  First TR4282260 20180701 . “ »”
\ and click “OK

0hy 61
Alliance

First  State

Or select o gabegory: Most Recently Used =

Select a fundtion:
15 20190207 01 .

G

2
into ane test string.

EMIS

' Concatenate Function Arguments
Using the CONCATENATE Wizard, select the cells to include

CONCATE... ~ > " Jfr | =CONCATENATE(A2,"-",B2,"-",12)

| |+ Place cursorin Text1 field B | E : s I S €

State
Equiva Atten

¢ then select cell A2 Effective lent  dance 4

ID Last First State Start Effective Grade Patter E|
° In Text 2 enter a dash v |Nan v Nan v |Studentl v |Date |~ |EndDa ~ Leverin | Calendar -
789 Last  First VB0662802 20180701 00000000 [0Z___1** =CONCATENATE(A2,"-",82,"-",12) 3
* Place cursorin Text3 field [z po oo s o =]
1792 Last
* then select cell B2 e T _
794 Last Textl A2 = 040404 -
* In Text4 enter a dash = [ :
796 Last Text3 |B2 = 001111
* Place cursor in Text5 field 7w =0 [

798 Last Texts |12 = 0z =

1799 Last
. th I t " IZ = 040404.001111-02
en Se ec ce 800 Last Joins several text strings into one text string.
801 Last TextS: textl text2,.. are 1 to 255 text strings to be joipe into a single text
802 Last

string and can be text

16 [040404 001111 1232456803 Last .

17 040404 001111 1232456804 Last CIle the dOWﬂ arrow
Formula result = 040404-001111-02

18 040404 001111 1232456805 Last

19 040404 001111 1232456806 Last Help on this function to see more fields

0 040404 001111 1 456807 last

EMIS

Thay 62
Alliance
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- Concatenate Function Arguments, cont’d

2 - X o Jr | =CONCATENATE(AZ"-",B2,"
A B C D E F G H 1 J K L M
State
Equiva Atten Presch
EMIS Effective lent dance Disadv ool
District Buildin StudentID Last First State Start Effective Grade Patter antage Povert
1 IRN |~ |gIRN v |Number |~ MNan * Nan v Studentl ~ Date |+ EndDa~ Leve~ n |+ Calendar ~ men|~ yley~
2 |040404 001111 1232456789 Last First VB0662802 20180701 00000000 02 = ATE(AZ2,"-",B2,"-",12,"-",)2)
3 040404 001111 1232456790 Last  First XD4464. —
4 040404 DO1111 1232456791 Last  First  xDaae4| Function Arguments
5 040404 001111 1232456792 Last First XD4a CONCATENATE

6 040404 001111 1232456793 Last First HZ482(

Text3 |B2 001111 -
7 040404 001111 1232456794 Last  First  HZ4s2) e : K
S 040404 001111 1232456795 Last  First  HZAs2)
9 040404 001111 1232456796 Last First TRBO2 Text5 |22 o
10 040404 001111 1232456797 Last  First TT52828) Texts |~ £
= Text? )2 T -

* In Text6 enter a dash e

* Place cursor in Text7 field Texr teth et e Lt 355 ot s 1o Do
e then select cell J2

. “ ” la result = 040404-001111-02-4%
» Click “OK - o

n this fundtion ancel EMIS
| s e Tl

\ " 63

Alliance

Preview of results

Concatenated Calendar Data

Data from all four cells is joined together with dashes in the
same format at the data on the Calendar Display report

K2 =CONCATENATE(A2
A B c D E F G H 1 J K L M
State .
quiva Atten Double click or drag to
EMIS Effective lent dance .
District Buildin StudentID Last First State Start Effective Grade Patter Copy into ce"s below
1 IRN [~ |gIRN = |Number [~|Nan | Nan ~|student ||~ |Date [~|End Da - |Leved ~|n  [~|calendar -
2 |040404 001111 1232456789 Last  First VB0662802 20180701 00000000 02 = 040404-001111-02-** * N
3 |040404 001111 1232456790 Last  First XD4464240 20180701 20180814 01 == 040404-001111-01-** = N
4 (040404 001111 1232456791 Last  First XD4464240 20180815 20190207 01 == 040404-001111-01-** 1 N
5 |040404 001111 1232456792 Last  First XDA4464240 20190208 00000000 01 = 040404-001111-01-** 1 N
6 |040404 001111 1232456793 Last First HZ43820082 20180701 20180814 03 *=* 040404-001111-03-** * N
7 |040404 001111 1232456794 Last  First HZ4820082 20180815 20150207 03 = 040404-001111-03-** 1
8 (040404 001111 1232456795 Last First HZ4820082 20150208 00000000 03 = 040404-001111-03-** 1 N
9 (040404 001111 1232456796 Last First TR8026626 20180701 00000000 04 == 040404-001111-04-** 1 N
10 |040404 001111 1232456797 Last  First TT6282640 20180701 00000000 02 == 040404-001111-02-** 1 N
11|040404 001111 1232456798 Last  First TJ2800886 20180701 00000000 05 - 040404-001111-05-** N
12 040404 001111 1232456799 Last  First XB8644622 20180701 20190515 KG HA = N
13 040404 001111 1232456800 Last First XB8644622 20190516 20190516 KG e * N
14 040404 001111 1232456801 Last First XB8644622 20190517 00000000 KG HA = N
\ 15 040404 001111 1232456802 Last First TR4282260 20180701 00000000 04 e 1 N
‘\\ 16 040404 001111 1232456803 Last First TR2088620 20180701 00000000 04 = * N
2> nsnscs aniass sacnsccons tece  cies T nn10n701 antoannn ua = a
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Remove Duplicates

Qg e > &
HOME INSERT PAGE LAYOUT FORMULAS IEW
& 3 %, B Comecdomr} Y a
From From From From Other Basting Refresh Sort Filter Text to
Access Web Text Sources= Connections All~ i W Advanced  Columns
Select all data | . £ | oo
[ e e B S e S From the Data tab, select
_7 State
Equiva Atten a“ H »”
Remove Duplicates
District Buildin StudentID Last First State Start Effective Grade Patter
1 IRN ~ gIRN~ Number ~ Nan~ Nan~ Student!l~ Date |~ EndDa v Leve~ n ~ |Calendar I
2 |040404 001111 1232456789 Last First VB0662802 20180701 00000000 02 w5 040404-001111-02-** I
3 040404 001111 1232456790 Last  First XD4464240 20180701 20180814 01  ** 0404 .
4 (040408 001111 1232456791 Last  First XD4464240 20180815 20150207 01  ** 0404 From the Remove Duphcates
5 040404 001111 o -
6 040408 (001111 |{ Remove Duplicates o S W—_ " e Da04 I- k ”U I A"" d
7 (040808 001111 | 70 setete cupat s, st one o more comns nat corsm v |0 PrOMPL, clic nselect an
3 [oaos03 joonatt § Sel«um 7] My data has headers D404
9 Jososs oouizs : = check the box for the column
10{040404 001111 D404
11 (040404 001211 i | Columns | oaos H
12| ot ooz ] - Erecnecnsome . containing the concatenated data,
13 |o40a08 001 | ?me Equivalent Grade Level =l 75 .
34 oo aotizs w then click “OK”
15040404 001111 Disadvantagement D404
16 (040404 001111 il ||| preschool Poverty Level | |940404-001111-04-**
17 040404 001111 D40404-001111-KG-HP
18{040404 001111 D40404-001111-KG-HA
19 (040404 001111 40404 11-KG-** EMIS

{

' Du plicates Removed

FIEIEN 0 > e -
HOME INSERT PAGE LAYOUT

[ & &

From From From From Other Bxisting
Access Web Text Sources~  Connections

o]

Get External Data

FORMULAS = DATA  REVIEW  VIEW

r [=] Connections 5l
& H

=L
Refresh
Al B

B T

z] Sort | Filter

g [ B8

R
dit Links Vo Advanced

nnection: Sort & Filter

2. With duplicates removed, the report
now contains an unduplicated list of K
calendars assigned to students

Tedto Flash Remove  Data  Consolidate Whatf Relationships Group Ungroup Subt
Columns  Fill  Duplicates Validation - Analysis - - -

s B= BB H O #

Data Toals Outlin|

DISTITCT BUNTTIT STUOENT 10 TasT

IRN |~ g IRN * | Number |~ Nan *

FIFST

Nan v Student I ~

TaTT ETTECTIVE Grane PaTter

~ EndDa v leve > n |~ Calendar

L M N o P Q R
Presch Disabil Student Homeless Limit
Disadv ool ity  being Homel Unaccom  Engli

antage Povert Condit servedbya ess  panied  Profi
~ |men[~ |y Le{~lion [~|504 Plan [~ |Stat( ~ | Youth [~ |ncy

040404 001111 1232456789 Last
040404 001111 1232456790 Last
040404 001111 1232456793 Last
040404 001111 1232456796 Last
040404 001111 1232456798 Last
040404 001111 1232456799 Last
040404 001111 1232456800 Last
040404 001111 1232456804 Last
040404 001111 1232456808 Last
040404 001111 1232456839 Last

First
First
First
First
First
First
First
First
First
First

VBO0662802
XD4464240
HZ4820082
TRB8026626
TJ2800886

XBB644622
XB8644622
TB2442646

NV2006822 20130402 00000000 02 DN 040404-001111-02-DN

RH2444200

20180701 ** 1040404-001111-02-**
20180701 20180814 01 040404-001111-01-**
20180701 20180814 03 ** 040404-001111-03-**

20180701 00000000 04 ** 040404-001111-04-**
20180701 00000000 05 o 040404-001111-05-**
20180701 20190515 KG HA 040404-001111-KG-HA
20190516 20190516 KG ** 040404-001111-KG-**
20180701 20181022 KG HP | 040404-001111-KG-HP

| Microsoft Excel

* N = N * N N
* N = N * N L
1 N = N * N N
* N = N * N N
* N = N * N N

~ 1. Click OK

20180701 00000000 04 DN 040404-001111-04-DN

3. Scroll to the bottom of the report

111-05-DN

1111-03-DN

040404 001111 1232457118 Last
040404 001111 1232457207 Last

First | ZH8648262 20190117 20130207 KG WC |040404-001111-KG-WC |
First | XT0828600 20180701 20180702 01 DN |040404-001111-01-DN

7717 duplicate values found and removed; 13#fnique values remain

Was this helpful?
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- Copy Data from Calendar Display Report
Toggle to the Calendar Display report

C D E H I J

\ Calendar For: Dist-Bldg- Row

1 Grade-AP ~ Numbi-¥| Mont ~ | Sund| ~ | Monday ~ Tuesday ~ Wednesday |~ Thursday - | Friday - |Saturq
5298 040404-025555-03-** |01 Jul-18
5376|040404-025555-04-** |01 Jul-18
5454/ 040404-025555-05-** |01 Jul-18
5532|040404-025555-KG-HA |01 Jul-18

el e Jui18 Select cells in Column A (not including

5688 040404-039156-06-** |01 Jul-18

5766/ 040404-039156-06-MW |01 Jul-18 1 1
e the header row) then right click and
select “copy”

5922/ 040404-03!
6000 040404-03!
6077|040404-03!
6155|0240404-039156-08-wC [o1 Jul-18
6232|040404-131 X, Cut
6310{040404-1.

Calibi ~[11 - A A" § - 9% 1
B I - A T

6388/040404-131 iy Paste Options:
6465/ 040404-131 .
6543/040404-131 O
6621/040404-131 Paste Special
| 6699]040404-13) Insert Row
) 6776{040404-131
Delete Row
6854| 040404-131 B
\ EMIS
0y 67
Alliance

- Paste Data into Student Attributes (FD) Report

Toggle to the Student Attributes (FD) report

\ A B C D E F G H 1 J K L M N o P
! State
| Equiva Atten Presch Disabil Student Home
EMIS Effective lent dance Disadv ool ity being Homel Unact
District Buildin Student ID Last First State Start Effective Grade Patter antage Povert Condit served bya ess panie|
1 |IRN |~ |gIRN~ Number ¥ Nan ~|Nan ¥ Studentl|~ Date |~ EndDal~|lLeve ~|n ~ | Calendar ~|men * |y Ley~ ion |~ 504 Plan - |Staty ~ |Youth|
134 040404 036666 1232464211 Last  First 1D0268488 20180701 20190512 KG HA 040404-036666-KG-HA = N 01 N = N
040404 036666 1232464212 Last  First 1D0268488 20190513 20190513 KG b 040404-036666-KG-** = N 01 N = N
136 040404 036666 1232464215 Last  First V16624628 20180701 20180701 05 DN 040404-036666-05-DN * N ** N * N
137 040404 036666 1232464216 Last First FL2622046 20180701 20180702 01 b 040404-036666-01-** * N ** N * N
IDN 040404-036666-04-DN * N ** N * N
In the cell below the concatenated |- woorosseo-- SN -
DN 040404-036666-01-DN * N 10 N * N
data column, paste the data from | occwosossssicne S (T T .
DN 0204 coipri -1 <A 4§ - 0 BN 10 N N
. :
the Calendar Display report e B I =OC N o —
ey C !
146 X Cut
147 B Copy
148 ity Paste Options:
e
150 0 [ e [ [ [
151 Paste Special... »
| 152 Insert...
‘ 153 Delete..
154
\ EMIS
Thay 68
\ Alliance
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Conditional Formatting

6- G SHUdEAT ATDUTes ErTecTIve-UaTe-TeCora- POy T - Excel
2113 HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
o X Cu 9] -
R oo Cut Calibri ‘u -aa =g ¥ EiWapied General L Normal 8ad Good Ne
B Copy ~ & f
Past . s MDA === =i . = Loy €2 & rmat as Input
TF & Foimatbainter | BT 8|0 »- A Merge & Center $-% 3 5 o i
Ciipboar 8 Font 8 gnment Number i
3 Greater Than...
K1 - J | calendar
?lc Top/Bottom Rules  » Less Than...
A | 8 c o _E P G H o0 ) R s
State [E] psagars » | M Between.
Equiva Atten iss Limited
EMIS Effective lent  dance B Cotor Scales » Equal To... m English Mig
District Buildin Student ID Last First State Start Effective Grade Patter o = Proficie nt
1 |IRN ~ gIRN v Number ~ Nan~ Nan~ Studentl~ Date ~ EndDal~ Leve~/n |~|Calendar Icon Sets ’ Text that Contains... ncy > |Stat
134/040404 036666 1232464211 Last  First JD0268488 20180701 20190512 KG HA 040404-036666-KG-HA ab] L N
135/040404 036666 1232464212 Last  First JD0268488 20190513 20190513 KG 2 040404-036666-KG-** A Dt O L N
=1 ADate Occurring..
136{040404 036666 1232464215 Last  First VJ6624628 20180701 20180701 05 DN 040404-036666-05-DN » 3 it N N
137|040404 036666 1232464216 Last  First FL2622046 20180701 20180702 01 . 040404-036666-01-** L N
138/040404 036666 1232464217 Last  First XZ6886408 20180701 00000000 04 DN 040404-036666-04-DN N N
139|040404 036666 1232464219 Last  First XB0244222 20180701 00000000 03 =" 040404-036666-03-** - N N
140[040404 036666 1232464234 Last  First 216424448 20180701 00000000 01 DN [040404-036666-01-DN a0 a a
141/040404 036666 1232464249 Last  First NN6084222 20180701 20190512 KG HP 040404-036666-KG-HP - -
142/040404 036666 1232464280 Last  First TP2260000 20190107 00000000 03 DN 040404-036666-03-DN Se I ect co I u m n co nta I n I ng ca Ie nd a r
143[040404 036666 1232464329 Last  First PRS262048 20181113 00000000 02 ML  |040404-036666-02-ML
144/040404 036666 1232464521 Last  First TL2660648 20181029 20190419 05 ML |040404-036666-05-ML d h f h b I
w 020205 06466 05 ata, then from the Home tab, select
146 040404-001111-02- “« egs . » wuse .
151 0404080011102+ Conditional Formatting”, “Highlight
148 040404-001111-04-**
149 040404-001111-05-** I I I ” h “ I H I 2
- P Cell Rules”, then “Duplicate Values

EMIS

L )

Alliance

Conditional Formatting, cont’d

[ = bl T  ALIRTERT
%, Cut Calibri u A == o Eilegies (General h % | Normal Bad Good
5@ Copy ~ I
Pte ¢ ramupine B P U B0 A- SEE € EMeselCne - § - % 2 |8 33 Condora format [
K1 - J | calendar
A B C D E F G H 1 J K L M N o P Q Rl
State
Equiva Atten Presch Disabil Student Homeless Limit
EMIS Effective lent  dance Disadv ool ity being Homel Unaccom Engli
District Buildin StudentID Last First State Start Effective Grade Patter lantage Povert Condit served bya ess panied Profi
1 |IRN  ~|gIRN v INumber ~/Nan v Nan v Student| v /Date |~ EndDa v Leve~/n ~ |Calendar ~ |men v yLe\ ~jion ~ 504 Plan v Staty~ |Youth |~ incy
1341040404 036666 1232464211 Last  First JD0268488 20180701 20190512 KG HA |040404-036666-KG-HA o N 01 N e N L
135/040404 036666 1232464212 Last  First JD0268488 20190513 20190513 KG eo? KG-** P N 01 N ® N L
134 DN |040404-036666-05-DN e N A N B
= Duplicat I illb = : A T ;
| Duplicate values will be | ; [essseas S0 Iy I click OK
4 DN |040404-036666-01-DN % N 10 N 2 N N
WP |040404-036666-KG-HP Duplicate Values IR O
s | pe————" N
First PR8262048 20181113 00000000 02 ML | 040404-036666-02-ML Y
L |040404-036666-05-ML [DUBNEStE) v | values with | Light Red Fil with Dark Red Text | N
Cells highlighted in pink e it Co)
g g p 040404-001111-02-** D cancer |
040404-001111-03-* =
H H H 040404
indicate a matching calendar | | =
in the calendar collection for | [
. W—"
calendar assigned to the oo o -+
040404-008888-03-**
d 040404-008888-03-ML.
o0
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{

" Filter for Mismatches

T U S IC3 SEuden ATt trecve-pore-recof
GOl HOME  INSERT  PAGELAYOUT  FORMULAS | DATA  REVEW  VIEW
(& Connections 5 Y. Clear La Vg v
B3 B e M, 2B 5 - B
from From From FromOther  Bisting  Refresh z) Sot |Fiter Tetto Flsh Remove  Dota  Consolicate What® Rl
Access Web Tet Sources~  Connections  All - dit Links VoAdvanced  Columns  Fill  Duplicates Validation - Analysis =
Get External Data Connedions Sort & Filter Data Tools
AE224 M S
. . .
As ot ot 6 w1 ‘ oo Click on the filter in the
State L1
Equiva Atten Presch Disal I int
s — ot dance - column containing
District Buildin StudentID Last First State Start  Effective Grade Patter Condit serve
1 IRN [~|gIRN~ | Number [~ Nari~| Nari - | Student -] Date [~|EndDal - |Leve ~|n [~]calendar ion [~1504 Pl concatenated data then
193/040404 033333 1232462892 Last  First TZ6828266 20180701 00000000 08 DI él SortAtoZ = N ha N
194 040404 033333 1232463128 Last  First RV6648040 20180701 20181207 07 S12] setzton i N 03 N I “" 'I b c I »
195040404 033333 1232463214 Last  First  VXG436488 20180701 00000000 05 M . Lt N s N select FI ter y olor ’
196 040404 033333 1232464058 Last  First VBA4840266 20190415 00000000 07 o N ** N « " ”
107/040404 033333 1232464136 Last  First TL6424400 20190226 00000000 08 B Clerfier From " Calendar - N 08 N then No FI"
198 040404 036666 1232464211 Last  First JD0268488 20180701 20130512 KG ter by Color * | FitterbyCellColor | |N
199040404 036666 1232464215 Last  First VJ6624628 20180701 20180701 05 33] » :I N
200/040404 036666 1232464217 last  First XZ6386408 20180701 00000000 04 DI 5 b @ N
201/040804 036666 1232464234 Last  First ZL6424448 20180701 00000000 01  D| o N
202/040404 036666 1232464249 Last  First NNG0B4222 20180701 20190512 KG  HI Dliselect A R v
" 0400400111015 a
203(040404 036666 1232464280 Last  First TP2260000 20130107 00000000 03 DI [1040404-001111 010N m | N
204040404 036666 1232464329 last  First PRS262048 20181112 00000000 02 ™ [7]040404-001111.02-+% Automatic N
205 040404 036666 1232464521 Last  First TL2660648 20181029 20190413 05 M []040404-001111.02-DN TN N
206, {)040404-001111 03+
[]040404-001111 03-DN
207 1040404001111 04-%
208 []040404-001111-04-DN
209 (1040404001111 05-+* 4
e
211
212
213 040404-019034-KG-HP EMIS
214/ 040404-024422-01-**
71
1
' Troubleshoot the data
| [x = BT 3 @ = StudeRt RS —yrre-meroraFOT 0TS Excel
2113 HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
™ (2] Connections [7T7] T Clear Lo BB 4 =N I
L L L Lo L& AlZ ¥ Reapply = = ] likrg | B
From From From FromOther  Bisting  Refresh Sot | Filter g Tetts Flash Remove  Data  Consolidate What-Jf Group Ungroup Sul
Access Web Tedt Sources+ Connections Al TeAdvanced  Columns  Fill  Duplicates Validation = Analysis - - -
Get External Data Connections Sort & Filter Data Toals Outl
X231 -
A B C D E F G H 1 J K L M N o P Q
State
Equiva Atten Presch Disabil Student Homeless Lim|
EMIS Effective lent dance Disadv ool ity being Homel Unaccom Engl
District Buildin StudentID Last  First State stat  Effective Grade Patter antage Povert Condit servedbya ess  panied  Prof
1 IRN [~ |gIRN ~ | Number [~ |Nan ~|nan = | student | ~|Date |~ |EndDa~|Levé~|n [~ |cCalendar T men = |yLe\~|ion [+]504 Plan | ~|statd ~ | Youth [=ncy
199(040404 036666 1232464215 Last  First V6624628 20180701 20180701 05 DN 040404 05-DN = n = N - a AL
200 040404 036666 1232464217 Last  First XZ6886408 20180701 00000000 04 DON 040404-036666-04-DN d e h I d
201|040404 036666 1232464234 Last  First ZU6424448 20180701 00000000 01 DN  040404-036666-01-DN Stu ents without calendars
202/040404 036666 1232464249 Last  First NNG6084222 20180701 20190512 KG HP 040404-036666-KG-HP . .
203/040404 036666 1232464280 Last First TP2260000 20190107 0D0OOODD 03 DN 040404-036666-03-DN 4] the Calendar CO"ectIOn
204/040404 036666 1232464329 Last  First PR8262048 20181113 00000000 02 ML 040404-036666-02-ML
205/040404 036666 1232464521 Last First TL2660648 20181029 20190419 05 ML 040404-036666-05-ML 1 N 08 N . N N
206 040404-008888-03-WC
207 . 040404-019034-01-ML
200 Calendars with no students | |cuwcomosonc
209 040404-019034-03-WC
210 i i 040404-019034-04-*
in the student collection
m 040404-019034-05-ML
212 040404-019034-KG-HA
EMIS
72
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Troubleshoot the data
Why do students not have a matching calendar?
* |Is there something preventing a calendar from being reported, or is
there no matching calendar being reported?
* If yes, fix or create a matching calendar in the SIS and submit it to EMIS
* |Is the student on a calendar that is not reportable to EMIS?
* If yes, ignore the mismatch
* Does the student match to a calendar based on a wildcard grade level?

* Grade level ** in the calendar collection is a wildcard
* Example - District IRN-Building IRN-01-** matches to District IRN-Building IRN-

*k_k ok

* Match these students and calendars manually

* Check your FTE Detail Report to verify that students are being correctly
assigned to calendars through the calendar determination process

EMIS

Alliance

Troubleshoot the data, cont’d

Why are there calendars with no students?

* Typically okay to report calendars with no students just be careful
if the unused calendar has a start date that is before your district’s
earliest calendar or an end date that is after your latest calendar
as this could effect some of the checks that EMIS uses such as
separated staff and summer graduates

* The early start date issue can be found for any calendar in the
calendar collection whether it is used for students or not

 Consider not reporting unused calendars to EMIS

EMIS

Alliance
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Quick Check « Are you able to perform concatenation
Calendar verification is very and conditional formatting?
important since there are no * Do you have students with no calendar

checks in EMIS between the
student collections and the
calendar collections. This * Do you have calendars reported to

exercise will allow for a very EMIS with no students assigned?
quick comparison to identify

EMIS reporting issues.

in the calendar collection?

EMIS

75
Th
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

EMIS

76
Th
Alliance

38



9/9/2019

Resources

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

* Microsoft Excel Classes

* Your ITC

Questions?

39



