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Using Excel to
Troubleshoot EMIS Data

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
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Outline

* ODDEX Student Cross Reference (SCR) Export

* Calendar and Student Data Comparison

* Staff Data Formatting to Share with District Staff
* FTE Detail Report Subtotaling

* FTE Detail Report PivotTable

ODDEX SCR Export
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- ODDEX SCR Export Text File

Ohio | St Ohio District Data Exchange (ODDEX)

Choose to “Exclude Inactive”
or “Exclude Hidden” records

Last Name / Exchude Inacsve /

/!lIn the SCR, select a
“Display Mode” and
“Find” and the students
will appear below

SSI0 Last Name First Name Birth Date Conflict Code Relstionships

@ APy N

g L L

Select “Export” to
generate a text file

EMIS

s

Alliance

\
" SCR Text File

\ \ Open the scr_export.txt file from ODDEX
‘ * Select “Edit” then “Select All” or Press CTRL and A
* Once data is selected, go to “Edit” and “Copy” or Press CTRLand C

|
"] DEMO_SCR_Conflicts_Export_File txt - Notepad | DEMO_SCR_Conflicts_Export_File:txt - Notepad |
O e [ File [Edit] Format View Help
55T = T Name conflict code conflict eff 55 , St Name Contlict Code cConflict E
Undo Chrl+Z CrrieZ
BHL Last Name WTIC 8/25/2017 E Last Name WTIC 8/25/2017
CH3. I P Last Name WTIC 8/25/2017 4 Ctrle X Last Name WTIC 8/25/2017
N2 o (&t Last Name AFPY  B/25/2017 g it Last Name 8/25/2017
Cx8 Copy Cr+C Last Name RFIC 8/25/2017 X8 Last Name 8/25/2017
DUS N Last Name STIC 8/25/2017 . Last Name s 8/25/2017
EG3 Paste Chrl+V Last Name RFIC 11/27/2017 £ 11/27/2017
GQ8 Last Name AFPY 9/3/2017 £ 9/3/2017
106 Delete Del Last Name EPCT 12/13/2017 12/13/2017
MK94 Last Name STIC 8/25/2017 K94 5 8/25/2017
PG2 Find... Ctrl+F Last Name EPCT 11/27/2017 Ctrl+F Last Name 11/27/2017
PG2 Last Name AFIC  11/27/2017 e 5 Last Name 11/27/2017
VBS Find Next 3 Last Name AFIC  12/8/2017 ipdiiod Last Name 12/8/2017
| Replace. CtrleH Replace ChrlsH
Go To... Curl+G Go To. Cirl+G
Select Al cul-A | Select Al Cir+A
Time/Date £S5 Time/Date F5
EMIS
‘ e
‘oS 6
Alliance
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Copy Data Into Excel

Open Excel then E HOME INSERT PAGE LAYOUT FOR| A ATA el

IMULAS ~ DATA  REVIEW  VIEW
place CUI’SOF |nt0 “D _x[t Calibri Slu - A A === ¥ BwepTet General - E‘l G
5y Copy ~ ;
st . AL === i=3= N . o m  Conditional Formatas Cell
Ce” Al aste === &3 HMegetCenter - $ - % 0 G0 F;:ﬁ‘ﬂ;_ ormet 2 SMZE‘
Alignment [ Number [ Styles

Select “Paste” or right
click, then “Paste” or CTRL and V

\ Miance
Prepare the SCR Export Report
| «Select Header Row and Wrap Text
‘ * Freeze Top Row
e Justify column width
* Apply Filters
\ abancs
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\
|

Review SCR Conflict Data

Data on the report is separated by LEA1 and LEA2 the same as
clicking on the Conflict Code and viewing the Conflict Details

in SCR

* Students can have more than one line when they have multiple

errors
How
Received

1 |LEA1 Admitted From Code
2 |LEA1 Admitted From *
LEAL Admitted From *
LEA1 Admitted From =
LEA1 Admitted From C
LEAL Admitted From =
LEA1 Admitted From C

~ o e W

LEALl —

LEAL
Sent

LEAL How Received Reason LEAL Educating or Resident IRN

LEA1 How Received
LEAL How Received
LEA1 How Received
LEA1 How Received
LEAL How Received OE
LEA1 How Received

LEA1 Educating or Resident
LEA1 Educating or Resident
LEA1 Educating or Resident
LEA1 Educating or Resident
LEA1 Educating or Resident
LEA1 Educating or Resident

R 5

LEA2

Reportin
gLEA2

40404 Reporting LEA2 Name
50505 Reporting LEA2 Name
30303 Reporting LEA2 Name
60606 Reporting LEA2 Name
40404 Reporting LEAZ Name
50505 Reporting LEA2 Name

Reporting LEA2 Name LEAZ Date Range

u

LEA2 LEA2 LEA2
Percent Admissio Admissio
Of Time n Date n Reason

Quick Check

Exporting data from SCR in
ODDEX and copying the data
into Excel provides a quick
way to sort and filter as the
data is reviewed.
Spreadsheets of data along
with district notes added to
the spreadsheet can be easily
saved for future reference.

 Are you regularly submitting updated
SCR data to EMIS?

* How often do you review SCR data in
ODDEX?

* Are you using Excel as an additional
tool to review SCR data?
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Calendar and Student Data
Comparison

Calendar Data and Student Data

* Calendar Collections contain calendar data and no student
data

* Student Collections contain student Building IRNs, State
Equivalent Grade Levels, and Attendance Patterns

* The data does not meet until the FTE Reports are generated

* Using Excel, the data can be compared to ensure that
calendar data and student data align
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Data Collector Files

. *From the most recent Calendar Collection view the
| Submission/Preview Files
* Open the Grade_Schedule_Record_(DL) file

* From the most recent Student Collection
* Open the Student_Attributes_Effective_Date_Record_(FD) file

* Prepare both files for review

EMIS
0hy 13
\ Alliance
|
|
Sort the DL File
=] e T
Select the box |n the HOME  INSERT  PAGELAYOUT ~ FORMULAS = DATA = REVIEW  VIEW
‘\ ﬁ’ ‘ «) Y M @ Comectons 3| 7R} Y N B8
\ u pper |eft CO rner rom From From From Other Existing Refresh z| Sort \ Textto Remove D{
\ Web T ces~  Connec tions  All~ <hd . Advanced L Ouinticatar Vatia]
Get External Data Connections
between the 1 and the A . From the Data tab
Jx || 101010
“ ”
A s c o choose “Sort”, then Sort
1 Building IRN Grade Code Attendance Pattern Code First day of
2 101010 KG FE 8 “ H H ”n
T - o by “Building IRN
4 101010 PS AP 8,
5 101010 PS AS —— -~ 2 I o3
6 202020 01 - | o o
Z AL LA 4| Add Level ‘\j X Delete Level J 2 Copyjarel ||| & | + | Options... J V] My data has headers
8 202020 01 MW _ 3
9 202020 02 - Column ort On Order
10 202020 02 ML Sortby | Building IRN [w] |smalestto Largest v
1 202020 02 MW Thenby | Grade Code [«] |values [«] |atoz [+]
= Uy [ftendance Pattern ¢ v |  Values [+] Atoz [+]

Select “Add Level” and sort by /"f¢/

“Grade Code”, repeat and sort .

by “Attendance Pattern Code” = Gncer_|

EMIS

0hy 14

\ Alliance
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1
\
|
|
|
 Sort Error
|
‘ = 2 = - E=S
HOME IMSERT PAGE LAYVOUT FORMULAS DATA REVIEW
M @ - A sort error occurs when a
Connections A Z A
(s [n [3 B T Zrmees . -
Frem  From  From From Other Existing Refresh Fh_dl _mk’ Z) Sert CO|umn has numerlc Values
Access Web Text  Sources -~ Connections Al - Edit Links -
Get External Data Connections s formatted as text and can be
Az - Jx || 101010 .
ignored
A B C D
1 Building IRMN Grade Code Attendance Pattern Code First day of school Last day of school Hours Per Day Rd
2 101010 |KG FE 8/14/201% EVZV VIVt alvd
3 101010 | PS = 8/14/201) H o ”
a|  a0w0100es ap snas00 Leave as defaulted and click “OK
5 101010 PS AS 2f14/2017 57 ZA7 Z0LS 5V
6 202020 01 == 8/14/2017 5/25/2018, 6 Y
7 202020101 ML Sort Warning —
a8 202020 01 MWW
9 202020 02 o= The following sort key may ng#sart as expected
10 202020 02 ML because it contains some n bers formatted as text:
Grade Code
11 202020 02 W What would you like tg/Ho?
12 202020 03 o @ Eart anything thaf looks like @ NUMBer, as a Numb er:
13 202020 03 ML ) Sort numbers nd numbers stored as text separately
14 202020 03 MW [ ok ¥ | [ cancel | [ Hew |
15 202020 04 ==
16 202020 04 nAL EMIS
k) Sl
Alliance
1
\
|
|
. Minimize DL Fil
- Minimize DL File
|
B
Minimize the DL file once
it is prepared and sorted
EMIS
.
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" FD File - Cut Columns

\ Select the columns for “State
o] EQuivalent Grade Level” and

HOME INSERT FORMULAS DATA REVIEW VIEW
“Attend P ¥, th I
: ttendance Pattern”, then select
Calibri n A A
Py " ” H
Paste . .
o Fomatpamer ® © U B Cut” from the Menu bar or right
Clipboard 5 Font 0] Alignment . “ ”
K1 v fr || state Equivalent Grade Level CIICk d nd CUt
A B C D E F G H 1 J
State
Effective Equivale AttET—70,
Fiscal Reportin District Building Start Effective |nt Grade nce - e
O Paste Options:
1 |Yea~|gPeric~|IRN |~ |IRN |~ |EMIS Student ID Numb¢ v |Last Nan v |First Nan v |State Student | |Date |~ |End Dal~ |Level ~|Patt ~ _ & s E
2 (2018 S 40404 101010 EMIS Student ID Number Last Name First Name State StudentID 20170912 00000000 |PS AS = L 7
3 |2018 S 40404 101010 EMIS Student ID Number Last Name First Name State StudentID 20170701 20170906 |PS AP Paste Special. y
4 12018 S 40404 101010 EMIS Student ID Number Last Name First Name State Student D 20170701 00000000 |PS = - 7
52018 S 40404 101010 EMIS Student ID Number Last Name First Name State StudentID 20170801 20170814 |KG ezl ) b
6 (2018 S 40404 101010 EMIS Student ID Number Last Name First Name State StudentID 20170919 00000000 |PS FE Delete 7
7 |2018 S 40404 202020 EMIS Student ID Number Last Name First Name State StudentID 20170701 00000000 |05 i Clear Contents 7
8 [2018 S 40404 202020 EMIS Student ID Number Last Name First Name State StudentID 20170701 00000000 |02 ke Format Cells. 1
9 |2018 s 40404 202020 EMIS Student ID Number Last Name First Name State Student D 20170701 00000000 |03 = Colurin Width i
10(2018 S 40404 202020 EMIS Student ID Number Last Name First Name State StudentID 20170701 20170702 |KG FE ; 4 7
ide
1112018 s 40404 202020 EMIS Student ID Number Last Name First Name State StudentID 20170701 20170816 (06 s 7 Y
12[2018 s 40404 202020 EMIS Student ID Number Last Name First Name State Student ID 20170701 2017081304 = 71!”‘”“* | EMIS

 Insert Cut Cells Select the “EMIS Student ID

N Number” column, then right click
h HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW and Select lllnsert Cut CeIIS"

X Cut =,
B Copy - Calibri -1 - ¢ WrapTer oreTTETT 5 5] = =3
Paste o tpamter B T U - - Merge & Center = $ - G Condtonal Famatas o
Clipboard = Font ™ Alignment Number ™ Styles
EL - S Calibri - |11 - A"
B I =Md-A-
A ] c o e E F 1 ] K L %
¥ cut state |
Em Copy Effective Equivale Attenda!Disad
Fiscal Reportin District Building i, Paste Options: start  Effective Int Grade nce ntage|
1 |ved-|gperid~ RN [~]IRN [~ - ast Nanl ~ _fst Nanl - | state Student [~ |Date [~ |End Dal - lLevel [~ |Patted - jent
2 |20 s 40404 101010 D First Name State Student ID 20170912 00000000 |PS As =
3 |a012 s 40404 101010 First Name State Student ID 20170701 20170906 |PS AP *
4 |o01z s 40404 101010 First Name State Student ID 20170701 00000000 IPS = *
5 |2012 s 40404 101010 . ast Name First Name State Student ID 20170801 20170814 [KG - -
6 |2012 s 40404 101010| EMI, ast Name First Name State Student ID 20170919 00000000 [PS FE 1
7 2018 s apapa z0z0z0(gnmy  ClSCentent astName First Name State Student ID 20170701 00000000 {05 - -
8 |2018 s 40404, 202020(EMI} E5] Eormat Cel ast Name First Name State Student ID 20170701 00000000 (02 - -
9 |2018 s 40404 202020(EMI  Column Width.. ~ AstName FirstName State Student ID 20170701 00000000 103 - -
10|2018 s a0a04  202020(EMI . astName First Name State Student ID 20170701 20170702 [KG FE -
11f2018 s 40404 202020EME astName First Name State Student ID 20170701 20170816 |06 - -
12|2018 s 20404 202020 EMIL o omeom oo A5t Name First Name State Student ID 20170701 20170813 j04 = -
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~ Columns Side by Side

| \ 7 B2, SO Y S ) € £ © H '

State
Equivale Attends

Fisca! Reportin District Building rt Grade ree

Yes - gPeric - BN - BN

choose “Sort”, then Sort
by “Building IRN”

- Level ~ Pattes - |EMIS Student ID Numbi « | Last Nan » First Nari - St

I @5 &= = COlUMNS are now in the same order as
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW . .
| ¥ he DL fil ly compare the d
b —— > mmmm |the ile to easily compare the data
@ Copy ~
- T = S .o s <3 9 Condiional Formatas Cell
o FormatPainter | B T U I »- A S Merge & Center $-% e Tabdes. Sivles
I Clipboard ] Font ] Alignment ] Number ] Styles
|
E1l M f\ State Equivalent Grade Level
A B C D E F G H 1 J K L M
State
Equivale Attenda Effective Disadva|
Fiscal Reportin Distrig Building [nt Grade nce Start Effective ntagem
1 |Yea ~ gPeric v |IRN IRN |~ |Level ~ Paner[ MIS Student ID Numbe¢ ¥ |Last Nan ¥ | First Nan v |State Student v Date | v |EndDal~|ent |~
2 (2018 S 404¢p  101010|PS AS MIS Student ID Number Last Name First Name State StudentID 20170912 00000000 *
3 (2018 s 40408 101010(PS AP MIS Student ID Number Last Name First Name State Student ID 20170701 20170906 *
4 [2018 S 40400 101010|PS bed MIS Student ID Number Last Name First Name State Student1D 20170701 00000000 *
5 |2018 S 40408 101010(KG b MIS Student ID Number Last Name First Name State Student ID 20170801 20170814 *
6 (2018 S 4040 101010|PS FE MIS Student ID Number Last Name First Name State Student ID 20170919 00000000 1
7 |2018 S 40408 202020(05 s MIS Student ID Number Last Name First Name State Student ID 20170701 00000000 *
8 [2018 S 40400 202020|02 e MIS Student ID Number Last Name First Name State Student ID 20170701 00000000 *
9 [2018 S 40400 202020|03 b MIS Student ID Number Last Name First Name State Student 1D 20170701 00000000 *
10)2018 S 40408 202020|KG FE [MIS Student ID Number Last Name First Name State Student1D 20170701 20170702 *
11)2018 s 40408 202020|06 hes MIS Student ID Number Last Name First Name State StudentID 20170701 20170816 *
122018 S 40408 20202004 hoo MIS Student ID Number Last Name First Name State StudentID 20170701 20170813 *
EMIS
T
|
| S i
|
 Sort the FD File
|
|
| o S
| f TSR PAGELAVOUT  FORMUAS | OATA
upper left corner EY S L
= = From the Data tab

208 § 40404 101010 PS AS Last Name Fitst Name
3|28 S 40804 101010 PS AP Sont —
4|8 § 40404 200010 PS AS
5 (2008 S 40404 101010 PS o EMIS Student 1D Number 3,204 Level || X Detete Levet
s Temlmmen - smmamand e
rms e e g emnimsend .
S e o e (R —— -
8208 S 40404 101010 PS EMIS Student 1D Number | ==
1008 s 40404 101010 PS EMIS Student 1D Number | ] v | |Vove s
o -
-
o —r
) -
o" ” ves
Select “Add Level” and sort by .
20170701 20171018 * o N Yes
20171019 00000000 * 05 N Yes

“Grade Code”, repeat and sort
by “Attendance Pattern Code”

10
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. Remove Duplicates in FD File

B H S oy > Q

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

Select all data in the spreadsheet | T - = &8¢
then from the Data Tab, select ——
“Remove Duplicates” . .

In the Remove Duplicates
Prompt, click on “Unselect

Equivale Attenda
Fiscal Reportin District Building ntGrade nce ”
1 Year gPeriod IRN IRN Level Pattern_EMIS Student ID Number Last Name First Nam AII ) then check the boxes
L e e e
- | PRI (a— upildi "
 [3oia Js | doml ioialrs st ot e e next to “Building IRN”,
5 |SEEE— STeTE | duhil S [#=serectan | [= unsetectan | Mydd g0 .
s Joous s aoaoa 101010 s State Equivalent Grade
7 |2018 s 40404 101010 PS P—
8 |2018 s 40404 101010 PS ” “
[ Fiscal Year
olaois s caos somi0pe e v Level”, and “Attendance
] Reporting ’
102018 S 40404 101010 PS —
112018 s 40404 101010 PS ” H “" ”
= e e oo s e Pattern” and click “OK
13 (2018 |s 40404 101010 PS [7]_Attendance Pattern )
14(2018 s 40404 101010 PS B 2017
15|2018 S 40404 101010 PS I 2017
16 (2018 |s 40404 101010 PS TBEr T 2017|
EMIS
oS 2
Alliance
1
{
{
|
' Duplicates Removed
[
BE o M X - ——
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW
™ . . . . A= v
& | Message will indicate how many duplicates |5f %
From F Remove Data  Consolidat{
Access 1 uplicates Validation »
were found and how many unique
: H “ ”
values remain, click “OK
A B C D E AN F G H T ) K L
State
EMIS Effective Equivale Attenda
Fiscal Reportin District Building Student ID State Start Effective nt Grade nce
1 Yea~ gPerig~ IRN |~/IRN | ~|Number v Last Name ~ | First Name ~ |Student IC ~ |Date | v |End Da| ~ |Level v Patter
2 12018 S 40404 101010 EMIS Stude Last Name \[irstName State Studen 20170912 00000000 PS AS
3 |2018 S 40404 101010 EMIS Stude Last Name - . L
4 |2018 s 40404 101010 EMIS StudeLast Name e e . i)
5 2018 S 40404 101010 EMIS Stude Last Name -
6 2018 S M 101010 EM.SStudel_astName ‘o‘ 10454 duplicate values found and removed; 79 unique values remain
7 |2018 s 40404 202020 EMIS Stude Last Name B
8 |2018 S 40404 202020 EMIS Stude Last Name
9 |2018 S 40404 202020 EMIS Stude Last Name Was this information helpful?
102018 s 40404 202020 EMIS Stude Last Name
EMIS
oS 2
Alliance

11
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Compare the Data

* The two spreadsheets have unduplicated instances of Building IRN,

Grade Level and Attendance Pattern

* Compare the two spreadsheets to verify that all combinations in the

FD file appear in the DL file

* When Grade Level contains asterisks **, the asterisks should be
treated as wildcards that can be matched against any grade level

* There could be DL records that are not represented in the FD file

EMIS

o 23
Alliance

Arrange All

With both spreadsheets open,
from the View Tab, select “Arrange All”

B H S- @ X =
HOME  INSERT PAGE LAYOUT FORMULAS ~ DATA  REVIEW
1 E D 15 AF la B q > i
g H g 1O ormula Bar > =l
Normal Page Break Page Custom (] Gridiines (7] Headings Zoom 100% Zoomto

Preview Layout Views

Workbook Views Show Zoom

G10 - /, EMIS Student ID Number
A B C D E F L)
State

Equivale Attenda
Fiscal Reportin District Building nt Grade nce

VIEW

Selection Window

-—A/{

J =TT ™ Hide
Arrange Freeze
All Panes ~

New

In the Arrange Windows
prompt, select “Vertical”

=

Name Statg
g~state Student |

1 Yea~ gPeric ¥ |/IRN |~ |IRN ¥ |Level | ¥ |Patter ¥ | EMIS Student ID Numbe¢ ¥ | Last Nan ¥ | First Nan ~ | State Studg
2 2018 S 40404 101010 KG s EMIS StudengiRMumbar Lact Mama . Sic >
3 2018 s 40404 101010 PS == EMIS Studer] Arrange Windows

4 2018 S 40404 101010 PS AP EMIS Studed | Arrange

s |2018 s 40404 101010 PS AS EMIS Studeq] Tiled

6 2018 S 40404 101010 PS FE EMIS Studen] Siorienrits

7 2018 s 40404 202020 01 = EMIS Studed|| & [Verticail

8 |2018 S 40404 202020 02 .- EMIS Studer] Cascade

9 2018 S 40404 202020 02 ML EMIS Stude Windews of sdive warkbook

102018 s 40404 202020 03 se [Emis studed o

11 2018 S 40404 202020 04 = EMIS Studen] oK [ cancer |

12 2018 S 40404 202020 05 ek EMIS Studeree==0x =

ime State Student |
jme State Student |
jme State Student |
ime State Student |
ime State Student |
\Bme State Student |
iBme State Student |
iBme State Student |

_@me State Student | EMIS

e T 24
Alliance

12
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| Apply Filters and Compare Data

0 H S @7 3 s DEMO_Student Attributes_Effective_Date_Record_(FD).
HOME  INSERT = PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW

Filter on one Building IRN at a time

VIEW Hrosch, T... = AgE LAYOUT FORMULAS DATA REVIEW VIEW Hrosch, T... ~
=] [r3 F ] 1% - Sk 1% E & 4 0 Y W Clear ;’L [E Flash Fill Bo [eg
Tables Tlustrations Add-  Recommended ) ) T pivotChart Sparklines Filters Links  Text Symbq» 4 * %
A e 2 L Remember that ** f
emember tha or
= Je | roatves an Attendance Pattern
B I R ey~ is a specific Attendance
‘)E::::e Attenda * %
Fiscal [Reportin District Building nt Grade nce uildin Grade Pattern |Fir P tt h | f G d
1 |Yea V-g Peric ¥ |IRN |~ JRN .T|Level | v |Patter v EMIS Student ID Numbe | Last Nan ~ | First Nan ~ 1 IRN-Y Cod ~ | Code ~ Jof 3| a e r n W I e O r ra e
2 2018 S 40404 | 101010 KG - EMIS Student ID Number Last Name First Name 2 101010 KG FE 8/ . .
3 2018 5 40404 | 101010 PS »+ |eMisStudent ID Number Last Name FirstName| | 3 fototops == |8/ L I W Id d f y
4 2018 S 40404 | 101010 PS AP EMIS Student ID Number Last Name First Name 4 [101010 PS AP 8/1 eve IS a I Ca r o r a n
5 208 s 40404 | 101010 PS As  |emisstudent D Number LastName FirstName| | 5 holotops  as s/
6 2018 s 40404 | 101010 PS FE | EMISStudentID Number LastName FirstName [130 G ra d e Level
80 131
81 ]

appearing on both files?

Compare the students on the left to the
DL file on the right. Are all combinations

EMIS

0 25

Alliance

Quick Check

Since Calendar Data and
Student Data don’t meet until
FTE Reports are generated,
data integrity issues could
exist without error. Cross
check the data to identify
issues between calendars and
students.

* Are you comparing data from the most
recent EMIS submissions?

* Do all student Building IRN, Grade
Level, and Attendance Pattern
combinations appear in the DL file?

* Should any unused calendars be set to
not report to EMIS?

EMIS

0hy 26

Alliance

13
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Staff Data Formatting to
Share with District Staff

Sharing Staff Data

Staff EMIS data can come from a separate source system that
is often managed by someone other than the EMIS
Coordinator
* Sharing staff EMIS data can be a helpful when correcting and
verifying the data
* Consider sharing
* Level 1 Validations
* Submission Files
* Level 2 Reports
* Staff and Course sections of the EMIS Manual

14
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EMIS Manual Sections

3.9 PoSITION CODES |

Sections of the EMIS Manual

NUMERICAL LISTING OF POSITION CODES could be helpful to staff as

Official/Administrative Positions (1xx)

Table 1. Official/Administrative Positions they Verify data in an EMIS
s submission file such as the Staff
Administrative Assistant Assignment Em ployment F||e (CK)

101  |An assignment to perform activities assisting an executi

ties in the school district.
Assistant, Deputy/Associate Superintendent Assignment
An assignment to a staff member (e.g.. an assistant, deputy or associate superintendent or the

103 : : 3 : sl e s ¢
assistant) to perform high-level, system-wide executive management functions in a school dis-
trict.

Assistant Principal Assignment
104 An assignment to a staff member (e.g., an assistant, deputy. or associate principal) to perform

high-level executive management functions in an individual school, group of schools, or unit(s)
of a school distriet

EMIS

0hy 29
Alliance

Prepare the Data for Review

* Some EMIS data files and reports can be quite large

* Preparing the data before distribution could bring back better results
from staff

* Consider doing some of the following:
* Basic report preparations such as wrapping the text in the header row
* Deleting unneeded columns
* Sorting or Filtering
* Separating data by building
Highlighting cells
* Printing or emailing the data

EMIS

Thay 30
Alliance

15
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Staff and Course Level 1 Validations

~ Initial Staff and Course Collection (FY18)

Version: 3

Submission Number: 4 {(attempt 1)
Actions: Start Collectio
N dul

Submissions: October 03, 2017 - January 31, 2018

FY18-L-5tf Crs Init: Collection required for all EMIS reporting entities. The beginning of year staff collection

Status: The collection was submitted December 11, 2017 at 04:17:15 PM byz]
Submission Status: Processing Completed (December 11, 2017 at 04:17:00 PM)

includes staff employed

Select “Level 1
Validations”

From ODE: Level 2 Reports

Prepare Outputs: Level 1 Validations

View submission 3 Data

EMIS

Alliance

Level 1 Validations

Initial Staff and Course Collection (FY18)

Submission Number 4 (attempt 1

LEA: Franklin-Monroe Local

Output Type

The validation exception report can be viewed
as an HTML pop-up or downloaded as a CSV

Validation exceptions are listed by record type and exception severity.
To generate the exception report for one record type and/or exceptio

row and column.

Last Prepared: December 11, 2017 (17 days ago) at 04:15:17 PM

Career-Technical Education Correlated Class Record (CV)
Contract Only Staff Record (CC)

Contractor Staff Employment Record (€3

Course Master Record {CN)

Mapped Classroom Code Record (CM)

Staff Course Record (CU)

Staff Demographic Record (CT)

Staff Employment Record (CK)

Staff Missing Override Record (CP)

Staff Summer Employment Separation Record (CL)
Student Course Record (GN)
Total Counts:

Generate Full Validation Report

Click on the link below to download the zip fi

[ AllRTs046645-20181 15TRv2-subd-1AlISevs2017-12-28 08-12-31.csv

Boookslgsssso

coocococoocccooo

woooomocoooe

* "lin the corresponding

I Warning Info

coocococococcocooo

T
Lv1Er

[
0
0
0
0

30

12

13
0
o
[

55

file(s). CSV file(s) will download as a

single .zip file.

O Hrm

csv DutDut:\

o [record Type tmm——

You can create a s
Record Type by checking the

arateNGV file fo

Select Output Type “CSV”
and uncheck the CSV
Output Option for “Record
Type”

l

Select “Generate Full Validation Report”
and then open the report

EMIS

Alliance

16
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Level 1 Validations ,cont’d

A B C D E F G H 1 J
Lacal

Error Error Local Classroom  Position Contract
Number |Level Message Description Employee ID Employee Name State StaffID Code Code Code

CU.0007 Fatal Element value cannot be blank (CU100) Missing value for Highly Qualified Teacher
CU.0007 Fatal Element value cannot be blank (CU100) Missing value for Highly Qualified Teacher Ei
CU.0007 Fatal Element value cannot be blank (CU100) Missing value for Highly Qualified Teacher E
CU.0007 Fatal Element value cannot be blank (CU100) Missing value for Highly Qualified Teacher Ei
CU.0007 Fatal Element value cannot be blank (CU100) Missing value for Highly Qualified Teacher Ei
CU.0007 Fatal Element value cannot be blank (CU100) Missing value for Highly Qualified Teacher Ei
Ei
Ei
Ei
El
El

Using Excel can make working
through Level 1 Validations

e u e W N e

CU.0007 Fatal Element value cannot be blank (CU100) Missing value for Highly Qualified Teacher
CU.0007 Fatal Element value cannot be blank (CU100) Missing value for Highly Qualified Teacher
10 |CU.0007 Fatal Element value cannot be blank (CU100) Missing value for Highly Qualified Teacher

easier since records can be
11 CU.0007 Fatal Element value cannot be blank (CU100) Missing value for Highly Qualified Teacher q U I Ckly SO rted 0 r fl |te red
12 |CU.0007 Fatal Element value cannot be blank (CU100) Missing value for Highly Qualified Teacher T

3 |CU.0007 Fatal Element value cannot be blank (CU100) Missing value for Highly Qualified Teacher Employee ID Employee Name State Staff ID AAHS-445UR-01

o

. | =< Before sending this to district staff for review, I sass 0071
~ | consider sorting by Employee Name or adding
additional explanations to aid in identifying the issue
EMIS
\ Abnce
Submission Files
Staff and Course Collection Submission Files/Review Data
| | e s cotetn et o 3 i, b o e i o it |
| b i 5, 07y 5, Select “View Submission Data”
e s /
Submizsien Nunfherfsga:an'w:;)m Prepare Outputs;_Laueki-rnirrions
Initial Staff and Course Collection (FY18) ‘
Submission Number 5 (attempt 1), LEA: Ansonia Local
Lt Prepareds December 12, 2017 (1 doys 290 ot 03:20:38 1 Select “Generate Review Data”
I 1 petail
EMIS
Thay 34
\ Alliance
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Review Files cont’d

valid Invalid Total | Valid
| Career-Technical Education Correlated Class Record (CV). . N
) Contract Gnly Siaff Record (CChcox Open the Staff Demographic Record (Cl) file
| Contractor Staff Employment Record (C)).csv 0 0 0 | 0
| Course Master Record (CN).csv 373 0 373 | 365
] Excluded Records.csv 5 |
| Mapped Classroom Code Record (CM).csv 0 0 0 I 0
| staff Course Record (CU).csv 367 6 373 | 363
ilstaff Demoqraphic Record (CI).csv I 109 0 109 | 106
] staff Employment Record (CK).csv 158 0 158 | 153
| staff Missing Override Record (CP).csv 0 0 0 | 0
| Staff Missing Report.csv 0 |
| Staff Summer Employment Separation Record (CL).csv 0 0 0 | 0
] Student Course Record (GN).csv 5200 0 5200 | 5148
Total counts: 6207 6 6218
EMIS
0 35
Alliance
Sharing Data for Review
* Prepare the file for review
* Add grid lines
* Print titles at top of each page
* Add a header
* Select page setup options
* View print preview
EMIS
NS 36
Alliance
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Prepare the Staff Demographic File (Cl)

Demographic file contains one line per staff member
* Prepare your spreadsheet to be user friendly

A B C D 3 F G H 1 ) K L M N [ P Q R s T
Early Authoriz
Childhood ed Total Principal
Racial/Et Education Teaching Experience Experienc
Fiscal Reportin District EmplMyee Prefix Middle suffix State Staff Dateof hnic Education Semester Qualificati Experien Yearsin eYearsin RecordIs
1 Year gPeriod IRN D Name First Name Name Last Name Name ID Birth Group  Gender Level Hours on ce Years Education Education Valid
22018 L 40404 WR2009109 JAMES P. ADAMS WR2009109 19630601 W ™M 3 193 * 25 30 5 Yes
3 2018 L 40404 MH2595515 MORGAN M. AUBURN MH . 0 Yes
4 |2018 L 40404 7D1202007 JERALD D. BARGEN ZD1. d d pp d p 0 ves
5 2018 L 40404 MH2529121 LISA R. BECHEL MH Hea er ata IS wra e ’ to row 0 Yes
62018 L 40404 701202227 STUART  D. BEIST ZD1] o . . 0 Yes
7 2018 L 40404 IN2025999 JjoDI F. BENNER wag 1S frozen, a” data IS Vlewable 0 Yes
8 2018 L 40404 ZD1202272 DEBORAH  A. BENSMORE D1 0 Yes
9 2018 L 40404 MH1227755 JESSICA BENNY MH1227755 19860927 W F 2 173 * 3 3 0 Yes
10 2018 L 40404 7D1202252 JIMES L BOLEN 2D1202252 19500910 W ™M ] 0= 0 0 0 Yes
11|2018 L 40404 MH2125722 CAREN A BRODRECK MH2125722 19710518 W F 3 169 * 15 15 0 Yes
122018 L 40404 ZD1202270 REGINA M BROWN ZD1202270 19701017 W F 0 [ 0 0 0 Yes
132018 L 40404 MH1250971 AMY L FISHER MH1250971 19700902 W F 2 136 * 14 1 0 Yes
142018 L 40404 MH2597599 ASHLEE M. FURMAN MH2597599 19840718 W F 3 161 * 12 12 1 Yes
| \ 15|2018 L 40404 7D1202252 ROBIN E FRALEY 2D1202252 19470814 W ™M 0 0= 0 0 0 Yes
| | [16/2018 L 40404 ZD1202275 SANDRA S GOLF ZD1202275 19570116 W F 0 [ 0 0 0 Yes
17 |2018 L 40404 IN2022290 TINA J GREEN IN2022290 19640728 W F 3 209 * 10 2 0 Yes
\ EMIS
\
o 37
Alliance
T
|
|
|
|
|
~ Select Cells with Data
A B C D E F G H 1 J K L M 0 P Q R S 17 U [+
Early Authoriz
Childhood ed Total Principal
Racial/Et d Teaching Exp peri
Fiscal |Reportin D IMyee  Prefix Middle Suffix StateStaff Dateof hnic Education Semester Qualificati Experien Yearsin  eVYearsin Record Is
1 |vear gPeriod IRN ID Name Last Name Name 1D Birth Group  Gender Level Hours  on ceYears Education Education Valid
212018 L 40404 WR2009109 4 ADAMS WR2009109 1963
3 |2018 L 40404 MH2595515 MORGAN M. MH2595515 1981 S | C I I A d h h Id CRT
4 (2018 L 40404 ZD1202007 JERALD D. BARGEN 2D1202007 1957 e eCt e 1 an t en O L
512018 L 40404 MH2529121 LISA R. BECHEL . .
slos . swsmumn | susr o st o e aNd Shift keys down and then Right
7 (2018 L 40404 IN2025999 Jopi F. BENNER IN2025999 1973 . .
8 [2018 L 40404 201202272 DEBORAH A.  BENSMORE oz2n 159 Arrow and the Down Arrow. This will
9 (2018 L 40404 MH1227755 JESSICA BENNY MH1227755 198§
10/2018 L 40404 701202252 JIMES L BOLEN 2D1202252 1950
il o eowmem  om A s wawawi SE€l€Ct the rows and columns on your
1212018 L 40404 ZD1202270 REGINA M BROWN 2D1202270 1970 .
13|2018 L 40404 MH1250971 AMY L FISHER MH1250971 1970 SpreadSheet that contain data,
142018 L 40404 MH2597599 ASHLEE M. FURMAN N 1984
152018 L 40404 7D1202252 ROBIN E FRALEY 2D1202252 19470814 W M 0 0* 0 0 0 Yes
16(2018 L 40404 ZD1202275 SANDRA S GOLF ZD1202275 19570116 W F 0 0* 0 0 0 Yes
\ 172018 L 40404 IN20222%0 TINA ] GREEN IN20222950 19640728 W F 3 209 * 10 22 0 Yes
i \ 182018 L 40404 MH1259722 ERIC 0. GRILLER MH1259722 19880906 W M 2 177* 5 5 0 Yes -
\ EMIS
\
o 38
Alliance
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Add Grid Lines

H ©- o X - DEMO.5_Staff Demographic_Record _(CD.xlsx - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
= X Cut == = Tis
e Calibri -l - EF Wrap Text General - = 57 iy | em o
B copy - & D g
Paste L ¢ o <0 o0 Conditional Formatas Cell  Insert Del
- ¥ Format Painter ru = E N
cisema == -~ From the Home Tab select the | -
Bgttomn Border
Al - . . .
Top Border grid lines icon and then select
Left Border
= o d ”
A8 Bigh Bvder s “All Borders x
I
Mo Border =y
i Childho
All Borders Racial/Et Educatig
Fiscal Reportin District EmplMyee [Z] Outside Borders Suffix State Staff Dateof hnic Education Semester Qualificd
1 |vear gPeriod IRN 1D Thick Box Border ime Name 1D Birth Group  Gender Level Hours on
212008 L Bottom Double Border 5 WR2009109 19630601 W M 3 193 *
32008 L N MH2595515 19810530 W F 2 179 *
Thick Bottomn Border
42018 L N ZD1202007 19570804 W M 0 0*
5 2018 L Top and Bottom Border L MH2529121 19820630 W F 3 172)*
6 |2018 L Top and Thick Bottom Border ZD1202227 19840803 W M 2 141 *
\ EMIS
\
i ke 39
Alliance

Print Titles at Top of Each Page

. > F the P L t tab select th
HOME ~ INSERT  PAGE LAVOUT TAOLAS  DATA  REVIEW W rom e age ayou a selec S
. Print Titles icon
Themes Page Setup Scale to Fit Sheet Options Arrange [
AL - S | Fiscal Year
- From the Page Setup prompt place
I~ & B [ o age Setup
Page | Margins | HeaderFooter | sheet 1 th ”R t p t t
cursor in the “Rows to repeat a
P Pri ” H H
! femorun o emaiveel 2 s Top”, then select row 1. This will
2018 |L a0a04{wRz00s10d || ST “
3 2018 [U 20404 MH2595519] | | Print | t th R t R p t t
4 2018 L 40404|zD1202007 Egnm.m Comments: | (N popu ate € ows 1o €peat a
5 2018 [L 40404[MH2529121) | | [ Black and white con o ”
6 [2018 L 40404(7D1202227 [] Draft quality clerrorsos [dipirg Top
7 2018 |L 40404[1N2025933 [ Row and column headings *
8 2018 |L 40404|7D1202272 Page order o 0]
9 2018 |L 40404|MH1227755 @ Down, then over 2 173[*
10 [2018 U 40404|zD1202252 ") Oyer, then down 0 ol*
11 2018 U 40404|MH2125722) 3 169"
12 2018 U 40404|201202270 0 of*
13 2018 L 40404|MH1250971] 2 136]*
14 2018 |L 40404|MH2597599 print.. | [ Prnt Preview | [ gptions... | 3 161]*
15 [2018 L 40404|2D1202252 0 ol*
16 2018 |L 40404(7D1202275) o of*
\ 1 01 I 404041 1N20) 90 09l EM'S
\
i 40
\ Alliance
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Add Header

- 0 3 = DEMO_5_Staff Demographic_Record_(Clixlsx - Excel Select the Page Layo ut tab

HOME ~ INSERT ~ PAGELAYOUT — FORMULAS ~ DATA  REVIEW  VEW

B colors~ @ g 5 D (] s Width: 1page - | Gridlines b H h H
G & CE i o ottom right corner icon,
Theme Margins Orientation Size  Print Breaks Background Print
. [Dleffects - - - Area~ Ti
Themes Page setup e to i select the Header/Footer tab
D8 Page Setup L L
Header / d h «" d ”
e e T—— and then “Custom Header
A Header /
M slect thetext, then choose the Format Text button ‘ ‘ H
Lo insert a page number, date, time, file path, filename, or tab name: paosition the
Header: 1 insertion point in the edit box, then choose the appropriate button.
riscat W | Tmomer To nsert picture:press the Insert icture button. To format your pieure, lace he
1 Ivear 1 cursor in the edit box and press the Format Picture button. | n th e H ea de r ro m t e nte r
1 Year (Caonrn - P Pt
3 2018 : Footer: . . . “ ”
4 2018 [{ || [inone) || Left section: Center segiorr Right se f t d I k O K
5 2018 || |Add atitle, date, contact - I n 0 r m a Io n a n C IC
6 [2018 || information, etc.
7 2018 || ‘ |
8 [2018 ||| | [T pifferent odd and even pages A Ml
9 2018 ||| | [] Differentfirst page |
10 ] Scale with document |
11 2018 Align with page margins — —
12 2018 || Print.. Print Preview | | Options, ‘ %197@@ F o of* 0
13 2018 1! 971 |19700902 |W F 2 136(* 14
14 2018 || OK Cancel %19540715 w F El 161]* 12
| 15 2018 252 19470814 |W M ] 0* 0]
/|
i\
\ EMIS
\
e T 41
\ Alliance

Page Setup

Select the Page Layout tab
H - 0 X =
LHE bottom right corner icon

HOME  INSERT  PAGELAYOUT = FORMULAS  DATA  REVIEW  VIEW
B colors - @ r‘%‘» = D - s Width: |1 pa - | Gridiin
= [as =
[&]Fonts - | (] rlﬂl[ Lo = Pages - [ View [V View ‘q

B : EllHeighs
Margins Orientation Size  Print Breaks Background Print Brin.

[@) effects ~ - +  Arear Tit Print Print  Foraan
Themes Page Setup @ Scale to Fit 5 Shed

Theme:

4

o <= | In the Page Setup Prompt, select
age | Margins | MeagerFoster | snee .
3 M| oo n Landscape and “Fit To” 1 page(s)
@) Portrait @ Landscape . ~
: / wide by 1 tall. If your report is
Fiscal |{ Sté""g S aff |Of .
s || &= large, increase the number of
3 2018 5515 (1
4 [2018 || oerice o BET Jooz 1| «“. ” H
D] e [isasn =1/ &1 pages tall” to print.
7 I%: Fitst page number: [Aute ‘% 730608 [W [e]
8 [2018 |1 - Y] . .
o 2o =4 Select “Print Preview”
11 [2018 || 5722 [1brroo r
) lf 2018 || print.. | [ Print Preview | [ Options.. | 70 |19701017 [W F
A= o el
15 2018 blgamsm W M|
\ EMIS
\ e 42
\ Alliance
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Print Preview

Print Preview is a great way to adjust the
data on the page prior to printing

Printer
/ Upstairs Copier

=0 offline

Printer Properties
Settings
D Print Active Sheets
Only print the active sheets

Pages:

Consider using narrow
| margins or changing the
page orientation

for a better fit

i 1

Elraig -

== f;!mfza 123 Et

[= Landscape Orientation E

0 5™

I8 S eno

e FitSheeton GnePage .

T Shrink the printout so that it.

Page Setup EMIS
1 of 1
o 43
Alliance

Quick Check  What columns of data on your report

Formatting your reports prior
to printing can result in easier
to review documents that
district staff will appreciate.
Adding a title, date and
contact information will allow
easy tracking of when and to
whom the data was sent.

could be hidden or deleted to make the
report easier to review?

* Have you included instructions to help
understand the data in the report?

* Are you able to set up your report into
a printable format?

EMIS

" 44

Alliance
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FTE Detail Report Subtotaling

EMIS

oS 45
Alliance

FTE Detail Report Subtotaling

Subtotal the FTE Detail Report
* Sort by SSID, then by Enrollment Start Date
BLD D B Do smr— 2 & From the Data Tab choose Sort

fr | acs0s

-a e o ¢+ o w . , SortbySSID, then select “Add Level”,
Z./then sort by “ENRL START DATE”, then

RPTDEST  SEVI ERITY
1 RN 8ldg IRN_CODE___SSID EmisID__Last Name e 3 “ ”

2 40404 101010 F AF5330185 EMISID LastName  First Mlddlt m}/ 40404 FTED-0f S e | e Ct O K

3| 40404 101010 F AF9734373

4| aos0s 1010101 AF9794373 . -— =T

5| 40404 101010¢ arazsaazs | [ 12/12/24

s | a0s04 1010101 AG3442498 ]| Qations A o ot Bowders 07/01/2

7| 40s0s 1010101 157050894 Order D 07/01/2

8| 40s04 1010101 157050894 || 'sortby [ssi0 «1 |po 09/04/21

9| 0s04 1010101 157998181 Wil | Thenby | ennusTaRTOATE M| | vatues ] Atz <1 Ifm 10/27/2

flo| a0s0a 1010101 Ks3857778 || \po 07/01/2

1| 40404 1010101 K19471903 WV 07/01/2

f2| 40%08 1010101 K19471903 IV 03/02/24

3| 40404 1010101 KL6339882 \Bo 07/03/2{

4| 40404 1010101 KL6339882 B 12/13/2

5| 40404 1010101 KL8833970 —— WV o7/01/2

6| 4004 1010101 KLE833970 Lot J | 0s/04/2(

7| 4008 1010101 KL9685822 ST ST woTTET ki 08/21/2{ EMIS

e 46
Alliance
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~ Sort Warning

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

Name  First Name . .
Name  ~Eisct lama — Adiddia: i If a Sort Warning is generated,
Name Jf SotWaming | d f It d d | t //O K”
Name ¥ | 1.¢ following sort key may not sort as expected €ave as deraulted and selec
Name because it contains some numbers formatted as text: JOR
Name | | ENRL START DATE
N A | What would you like to do?

amenl ¢ iSort anything that looks like a number, as a g ]
Name 3 Sort numbers and numbers S text separately
Name

4 OK Cancel Help

Name ||
Name “TITSTNamE ™ TNITaOTE Name " 2020A FTEY
Name First Name Middle Name 40404 FTED-001 FT0000

EMIS

=)
k) Y]

Alliance

\
|

Apply Subtotals

{ FILE HOME INSERT PAGE LAYOUT FORMULAS DATA VIEW
FYSE by Y s (& Connections 3/ [2TR] ey -} v B, 2 o
® L8 4 ) & &l < F BB 2 Bai
From From From From Other Existing Refresh Z| Sort Filter Tetto Flash Data  Consolidate What-If Subtotal
Access Web Tet Sources~ Connections  All~ ° Vo Advanced  Columns Fill Duplicates Valiasue
Get External Data Connecions Sort & Fitter Oata Tools Outine a
C i F the Data Tab select Subtotal
A 8 c ) 3 F G H 1 J K
|
= . In the Subtotal Prompt select
worocr SRS et 111 LNE SUDLOLAl FTO selec
1[IRN_ [BldgIRN CODE  SSID EmisiD LastName | - % CODE .“ . ”
2| 40404 101010 F AF5330185 EMISID lastName F =3 o1 F1o00( 1 At h h g . SSID
3| 40404 101000 F AF9794373 EMISID LastName At dangeie 01 FT000( . eac C an e In'
4 40404 101010 | AF9794373 EMISID LastName H| sqp D1 FT000( “ . ”
5 40404 101010 C AF9794373 EMISID LastName F D1 FT000( 2 U f t . S rrl
6| 40408 1010101 AG3444498 EMISID lLastName F D1 FT000] . se runction: u
(| o mont o oo e b 3 “Add subtotal to:” ORIG FTE and
9| 40404 1010101 157998181 EMISID |LastName  Ffjl | ENRLEND DATE 01 FT000¢ . .
g TR
10| 40404 1010101 KI3857778 EMISID LastName | on Onio 01 FT000(
1| anws 1010101 KiS471903 EMISID LastName | ¥ A0isTD seeceD car e 01 Fo00( ADJSTD FTE and ADJSTD SPECED
12| 40404 1010101 KI9471903 EMISID LastName | | \EGALDISTOFRESIAN 1 |Jox FTo00d
13| 40404 1010101 K16339882 EMISID LastNeme  Hlll (7] Repiace current subtotals 01 FT000¢
14| 40404 1010101 KL6339882 EMISID LastName  Ffll 1 page break between groups D1 FT000( C AT FTE
15 40404 101010 | KL8833970 EMISID LastName  Hllf V) summary below data D1 FT000(
16 40404 101010 | KL8833970 EMISID LastName A — ———— 91 FT000(
All
17| 40408 1010101 koosezz [Emisio_tasthame A 2] (o ] [Came T rd 4 Select ”OK"
18| 40404 1010101 KM8256755 EMISID LastName  Fitsowan ToTETY: 001 FT000( .
EMIS
.“-
‘oS 48
Alliance
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. FTE Detail Report Subtotaled

"“ HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
Ty N Ty Ty £ p— — - F - .
E“ l ) | ¢ & (&) Connections 1 J)kj, Y S E A -é Eeo ? 2 S5k -, i‘h:w Detail
From From From From Other  Exsting  Refresh Sart  Filter Tetto Flash Remove  Data  Consolidate What-lf Group Ungroup Sublotal < petel
Access Web Ted Sourcesw  Comnections Al Trhdvanced  Colymns Fil Duplicates Validstion ~ nalysis - -
Gt External D: = i
- . . ] . . . .
| NG This student’s Original FTE, Adjusted FTE, and Special
|
W | .
€2 I Education FTE, have been subtotaled and n |
appear chronological order fosso
RPT DEST PECED
1 IRN Bldg IRN CODE $SID EmisID  Last Name First Name Middle Name LEA IRN DESCR CODE DATE DATE ORIG FTE FTE CATFTE LEGALDI
| 2 AMN. 101010 F AF5330185 EMISID Last Name First Name Middle Name 40404 FTED-001 FTE Detail NFRG [IE,ICI],’ZI]lT uﬂlﬁjm 1 0 222222
| 3 AFS330185 Total 1 0 0
r 4 40404 101010 F AF9794373 EMISID  Last Name First Name  Middle Name 40404 FTED-001 FTO000 FTE Detail 07/01/2017 12/11/2017 0.376623 0 40404
-] 40404 101010 1 AF9794373 EMISID  Last Name First Name  Middle Name 111111 FTED-001 FTOO0O FTE Detail PSET 017 12/31/25000 0.612676 0.612676 0.612676 444444
& 40404 101010 C AF9794373 EMISID Last Name First Name Middle Name 40404 FTED-001 FTOOOO FTE Detail PSRD 0.623377 0.387324 0.387324 | 40404
I-. 7 AF9794373 Total 1.612676 1 1
g 40404 101010 | AG3444458 EMISID  Last Name First Name  Middle Name 111111 FTED-001 FTOOD0 FTE Detail SPCO  07/01/2017 12/31/2500 1 1 1 444444
- 9 AG3344498 Total 1 1 1
3 10 40404 1010101 1S7050834 EMISID Last Name First Name Middle Name 40404 FTED-001 FTO000 FTE Detail OPDD UT"EJ.’ZUJT WfﬂBfIUlT 0.020547 0.020547 333333
11 40404 101010 1 157050894 EMISID Last Name FirstName  Middle Name 40404 FTED-001 FTO000 FTE Detail OPDD 09/04/2017 12/31/2500 0.979453 0.979453 333333
- 12 157050894 Total 1 1 0
13 40404 101010 1 157958181 EMISID Last Name First Name Middle Name 111111 FTED-001 FTOO0O FTE Detail COMM 10;’17}'2017 12;’!1,’?500 0.782605 0.782605 4aaddd
- 14 157398181 Total 0.782609 0.732609 o
[ 15 40404 101010 | KI3857778 EMISID Last Name First Name  Middle Name 40404 FTED-001 FTOOD0 FTE Detail OPDD 07/01/2017 12/31/2500 1 1 333333
|
- Undo Subtotals
|
[
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW
uJ b3 P (2] Connections 81 i’z\ Y ) N = =] \6 B 7 s e-', =l
From From From From Other Existing Refresh Sort Filter Tetto Flash Remove Data Consolidate What-if Group Ungroup Subtotal
Access Web Tet Sourcess Connections All~ o W advanced  Columns Duplicates Validation = Anabysis > - . !
Al v fr | RPTODESTIRN
I ) “« ”
/ E e e : « | To undo subtotals select “Subtotal
and then “Remove All”
RPT DEST SEVERITY
1 [IRN NdﬂRN CODE SSID EmisiD L ¥ OATE ORIG FTE FTE
2| aos0a 101010 F AF5330185 EMISID Lastl Subtotal - — 017 12/31/2500 1
-] 3 AF5330185 Total ik chspa i 1
4| 40508 101010F AF9794373 EMISID Lastl| oo 07/01/2017 12/11/2017 0376623
5| 40404 1010101 AF9794373 EMISID  Lasth | 1. runction pafll PSET  12/12/2017 12/31/2500 0.612676 0.61
6 40404 101010 C AF9794373 EMISID Last Sum Detall PSRD  12/12/2017 12/31/2500 0.623377 0.38|
- 7 | AF9794373 Total Agd subtotal to: 1.612676
[ 8| 40408 1010101 AG3448498 EMISID Last N START DATE = FTE Detall SPCO 07/01/2017 12/31/2500 1
- 9 'AG3444498 Total ENRL END DATE 1
10| 40%04 1010101 1S7050834  EMISID Lastifj 7o oA % FTED-001 FT0000 FTE Detail OPDD 07/01/2017 09/03/2017 0.020547 0.02|
u 40404 101010 | IS7050894 EMISID Last V. ADJSTD SPECED CAT FTE FTED-001 FTO000 FTE Detail OPDD 05/04/2017 12/31/2500 0.973453 0.97|
= n Total LEGAL DIST OF RES IRN A
13 40404 101010 | 1S7998181 EMISID Last. FTED-001 FTO000 FTE Detail COMM 10/17/2017 12/31/2500 0.782609 0.73|
- 14 157998181 Total 0.782609 0.78]
15 40404 101010 | KJ3857778 EMISID Last FTED-001 FT0000 FTE Detall OPDD 07/01/2017 12/31/2500 1
- 16 KI3857778 Total 1
17 40404 101010 | KJ9471903 EMISID Last FTED-001 FTO000 FTEDetall RGJV 07/01/2017 05/03/2017 0.020547 0.02|
18 40404 101010 | KJ9471903 EMISID Last FTED-001 FT0000 FTEDetail RGIV  09/04/2017 12/31/2500 0‘975“3‘ 0.97|
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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.

* 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

r 51
Alliance

TE Detail Report PivotTable

EMIS

r 52
Alliance
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" FTE Detail Report PivotTable

Create a PivotTable in an FTE Detail Report

|

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
\
Tables llustrations Add-ins
Al Je 0.979453
1 J K L M N (o] P Q
EIE
LEVEL2 RESULT [ Create PivotTable
REC TYPE RESULT CODE

From the Insert Tab,
select “PivotTable”

“:.10n the Create PivotTable

Choose the data that you want to analyze

E_
v
]

i Prompt, select “OK”

1 LEAIRN CODE CODE DESCR LEGAL DITIME 1 1Pq

63| 40404 FTED-001 FT0000 FTE Detd| @ ielectatableorrange __ || 40a04 100 -

69 40404 FTED-001 FT0000 FTE Det: Table/Range: ‘(FTED-001) FTE Detail046623-201'1SAS1:SAL! [L‘:rl 40404 100 -

70 | 111111 FTED-001 FT0000 FTE Det BHC Al EXTOm dRtA SO e 444444 100

71| 40404 FTED-001 FTO000 FTE Det 40404

72| 40404 FTED-001 FTO000 FTEDetdlf Connec tion name

73 40404 FTED-001 FTO000 FTE Det Choose where you want the PivotTable report to be placed

74 40404 FTED-001 FTO000 FTE Det: © New Worksheet

75| 40404 FTED-001 FT0000 FTE Detd| Existing Worksheet J

76 | 40404 FTED-001 FT0000 FTE Detd| Location: [} a0a0a 100

77| 40404 FTED-001 FTO000 FTE Detdli| choose whether you want to analyze multiple tables 40404 100

78| 40404 FTED-001 FT0000 FTE Detd| Add this data to the Data Model 40404 100

79| 40404 FTED-001 FT0000 FTE Detd| —n: | 40404 100

80| 40404 FTED-001 FTO000 FTE Detd) [ ok J[ cancet ]|F s0a0a 100
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. Select PivotTable Fields

Click and Drag
fields into the
PivotTable
areas below

R
FTEINCL (@ Value Field Settings

For Rows select:

FTE FUND PTTRN CODE

FTE INCL CODE

Count of ADJ... ¥

For Values select:

ORIG FTE
o ADIJSTD FTE
ADIJSTD SPECED CAT FTE

Select the “Count” of
ADJSTD SPECED CAT FTE,
then in the menu select
“Value Field Settings”

/ In the Value Field

Settings prompt, select
”Sl,lm” and IIOK”

7 ]

EMIS
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PivotTable

+COMM
- NFRG
NONE
- OPDD
FULL
NONE
- OPID
PART
= PSET
FULL
= PSRD
FULL
= RGIV
FULL
PART
-SPCO
FULL
Grand Total

1.901528
9.714285
9.714285
19.502042
3.558118
15.943924
1

1
0.612676
0.612676
0.623377
0.623377
48.343595
42.343595
6

1

1
82.697503

0
19.502042
3.558118
15.943924
1

1
0.612676
0.612676
0.387324
0.387324
48.325029
42.325029
6

1

1
72.728599

Row Labels ~ Sum of ORIG FTE Sum of ADJSTD FTE Sum of ADJSTD SPECED CAT FTE

1.901528
0

N

N

0.612676
0.612676
0.387324
0.387324
3
3

1
1
7

Click on specific values
to drill into the detailed
data

When drilling on a number
within the PivotTable, all
of the data within the row
will appear

EMIS
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Detailed Data

Detailed data will
appear in a new tab

When finished, the new tab
can be deleted or just go
back to the PivotTable on
Sheet1l to drill again

EMIS
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Quick Check

PivotTables can provide a
summary of a large amount of
data that allows the data to
be analyzed in smaller
sections. Try using
Recommended PivotTables to
think of different ways to
analyze your data.

* Are you able to create a PivotTable and
drill into the detailed data?

* What other fields in the FTE Report
could be brought into a PivotTable?

* Can you think of other reports that
could be analyzed using PivotTables?

EMIS
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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
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Questions?

llllllll
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