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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, Intermediate, and Advanced 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

* Enrollment Headcount Summary Report
* Best Practices

* Enrollment Headcount Detail Report
* PivotTable Ideas

* FTE Detail Report
* PivotTable Example
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Enrollment Headcount
Summary Report

EMIS

Alliance

Preview/Submission/Review Files

* Depending on the collection status and location within the data
collector, the files are called-
* Preview files
* Submission files
* Review files

* Files contain data from your LEA only

* For open collections, the data in the report will be as current as the

source data used, and the date it was collected and prepared

* For closed collections, the data will represent the last time the data was

prepared

EMIS

Alliance
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F. L] L]
iles Containing Data from your SIS
Reviewing these
‘ Counts of DN Records Excluded.csv R 3 files can aid in
‘ Enroliment Headcount Detail Report (Current Students) EaCh type Of COIIeCtlon 891 op o
Enrollment Headcount Detail Report (Future Students).d h H 0 Verlfylng your SIS
. . 4 has a unique set of
Enrollment Headcount Detail Report (Prior Students).cs| . . .. 37 data for accuracy
Enrollment Headcount Summary Report (Current Stude preVIeW flleS, thIS IS from 120
SHEE A a student collection not «_| and completeness
Missing_Report - Organization Attribute (DN).csv 0 | [
Missing_Report - Student.csv SCR 1 /]
Organization General Information Record (DN).csv 2 5 Remember’ there S
Student_Attributes Effective Date Record (FD).csv 1032 0 1032 | not an error for
Student Attributes No Date Record (EN).csv 928 0 928 . .
| |5 stuen s — .everythlng that is
‘ Student Program Record (GQ).csv 644 0 &4 |jncorrector
Student Race Detail Record (GJ).csv 33 0 33 . |
Student Special Education Graduation Requirement Record (FE).csv 1 0 1 Incomplete‘
Student Special Education Record (GE).csv 152 0 152 | 150
Student Standing_Record (FS).csv 949 0 949 | 949
Student Summer Withdrawal Record (FL).csv 0 0 0 I 0
\ Student Withdrawal Qverride Record (FC).csv 0 0 0 | 0 EMIS
\ Total counts: 4670 2 5788
Dhs 7
\ Alliance
7
- Enrollment Headcount Summary
(Current Students)
Submission 11
M i IRl Start by opening the
Counts of DN Records Excluded.csv 3
Enrollment Headcount Detail Report (Current Students).csv 891 EnrOIIment Headcount
) Enrollment Headcount Detail Report (Future Students).csv 0 Summary Report
Enrollment Headcount Detail Report (Prior Students).csv 37
lEnroIIment Headcount Summary, Report (Current Students).csv 4= 120 | ]
Excluded Records.csv 64 |
Missing_Report - Organization Attribute (DN).csv 0 |
Missing_Report - Student.csv 1 |
Organization General Information Record (DN).csv 3 2 5 | 3
Student Attributes Effective Date Record (FD).csv 1032 0 1032 | 1032
Student Attributes No Date Record (FN).csv 928 0 928 | 928
/ Student Demographic Record (GI).csv 928 0 928 | 928
| Student Program Record (GQ).csv 644 0 644 | 644
Student Race Detail Record (GJ).csv 33 0 33 | 33
Student Special Education Graduation Requirement Record (FE).csv 1 0 1 | 1
Student Special Education Record (GE).csv 152 0 152 | 150
Student Standing_Record (FS).csv 949 0 949 | 949
Student Summer Withdrawal Record (FL).csv 0 0 0 I 0
Student Withdrawal Override Record (FC).csv e 45070 g 57088 | 0 EMIS
S 8
\ Alliance
8
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Prepare the Report

* Open Enrollment_Headcount_Summary_Report_(Current_Students)
* Wrap text header row
* Freeze top row
* Expand all columns
* Apply filters
* Better yet, run your macro!

|| *To learn how to record a macro, prior year EMIS Alliance Excel sessions

can be found here
* https://community.mcoecn.org/display/EM/EMIS+Alliance+Public+Space

|
|
1|
4|

o
ol

Enrollment Headcount Summary Report
(Current Students)

* Prepare — don’t have to submit, just collect up-to-date data
and prepare to get the updated numbers as of “today”

* Captures current students by both headcount and by percent
of time

* Filtering can be done to narrow the summary data down into
building and grade level data

10
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- Summary Data

Headcount and Total

o @~ o v s W -

A B

IRN | Org Nan ~
40404 LEA Name
40404 LEA Name
40404 LEA Name
30303 LEA Name
30303 LEA Name
20202 LEA Name
20202 LEA Name
20202 1EA Namo

Student

District Enroliment Headcount
District Enroliment Headcount
District Enrollment Headcoun,

Building
Building

Building

Grouping M

Enroliment
Enrolime]

1- Educating

District Relat

ionship —

2- Services, no Instruction
3- No Services or Instruction

rade Level
rade Level
rade Level
rade Level
rade Level
rade Level

7
18
19
20
2
22
23
24

FUIUE TEA TNGImeE
40404 LEA Name
40404 LEA Name
40404 LEA Name
40404 LEA Name
40404 LEA Name
40404 LEA Name
40404 LEA Name

DTSTTCT
District:
District:
District:
District:
District:
District:
District:

By Grade Level
By Grade Level
By Grade Level
By Grade Level
By Grade Level
By Grade Level
By Grade Level
By Grade Level

D E
District Student

of Percent of Time

Relation Grouping]
shipg | v Value |~
1-- 831 804.26 12/18/2019
2-- x 0 12/18/2019
3-- 119 2.76 12/18/2019
1-- 369 356.76 12/18/2019
3-- 72 1.76 12/18/2019
1-- 462 447.5 12/18/2019
2|-- 1 0 12/18/2019
3|-- A7 1 12/12/2019
3 > | Students Enrolled As of Date —
1 : This file is from the close of FY20
1 s |Beginning of the Year Student
1 6 .
1 ; | Collection
1 8 53 5Z.08 1Z/ 18] 2015
1 9 81 78.96 12/18/2019
1 10 78 74.87 12/18/2019
3 11 45 43.79 12/18/2019
1 12 42 38.54 12/18/2019
1KG 41 41 12/18/2019
1PS 66 51.5 12/18/2019
2PS b i 0 12/18/2019

0
|

D
District
Relation

Filter on District Relationship 1

D E
District | Student

Student Grouping
21 Sort Smallest to Largest

ship [

Z| sertLargestte Smallest

Sort by Color >

£ Clear Filter From "Distriet Relation...

Number Eilters
(v W (Select All]
41
02

15
16

IRN ~ | Org Man =
40404 LEA Name
30303 LEA Name
20202 LEA
404 MName
04 LEA Name
40404 LEA Name
40404 LEA Name
40404 LEA Name
40404 LEA Name
LEA Mame

03

Relationsh

Filter on Dist

ip

rict

1

LEA Mame
LEA Name
LEA Name
LEA Name

Cancel

2
22
23
4

4z
4
44
45

=}

i

40404 LEA Name
40404 LEA Name
40404 LEA Name
30303 LEA Name
30303 LEA Name
30303 LEA Name
30303 LEA Name
30303 LEA Name
30303 LEA Name

Student Groupin;
District E

Dis! : By Grade Level
District: By Grade Level
District; By Grade Level
District: By Grade Level
District: By Grade Level
District: By Grade Level
District: By Grade Level
District: By Grade Level
District: By Grade Level
District: By Grade Level
District: By Grade Level
District: By Grade Level
District: By Grade Level
District: By Grade Level
Building: By Grade Level
Building: By Grade Lewvel
Building: By Grade Lavel
Building: By Grade Level
Building: By Grade Level
Building: By Grade Level

ment Headcount
B g Enrollment Headcount
Building Enrollment Headcount

Relation

~ \ship__-J

Grouping

WValue

(R RV T R AR YR

o A
@

z

~ |Headcount | ~ | 100

831

G
Total %

4475

Students
of Time /' Enrclled As
- of Date |~
804.26 12/18/2019
356.76 12/18/2019

H

40 fans

See headcounts and
counts by percent of
time, by district,

&1

nL =% 2 building, and grade
53 52.64 12,

| 7 level for students your
s amul LEA is educating

42 38.54 12

a1 41 12/18/2019

66) 51.5 12/18/2019

70 67.96 12/18/2019

53 52.64 12/18/2019

Bl 73.96 12/18/2019

78 74.87 12/18/2019 EMIS

a5 43.79 12f18/201%

az 38.54 12/18/2019
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After clearing filters,
A| & € — : F 6 # __Iscroll down the report
District  Student Total %  Students
Relation Grouping of Time / Enrolled Ag and see Summary data
1 |IRN|~ | Org Nan ~ |Student Grouping - |ship |~ Value |~ Headcount| ~ 100 ~ | of Date |~ TR T . .
‘ 86 | 30303 LEA Name Building: By Received Reason 3 9 B 1.76 12/18/2019 by bu"dlng and dIStrICt
\. 87 | 20202 LEA Name Bu?lding: ByRece?ved Reason 1= 351 341.5 12/18/2019 by Received Reason and
88 | 20202 LEA Name Building: By Received Reason 1 9 30 89.5 12/18/2019
29 | 20202 LEA Name Building: By Received Reason 18 2 2 12/18/2019 Sent Reason 1
90 | 20202 LEA Name Building: By Received Reason 1C 2 2 12/18/201
91 | 20202 LEA Name Building: By Received Reason 1D 2 2 12/18/2019
92 | 20202 LEA Name Building: By Received Reason 1E 15 10.5 12/18/2019
93 | 20202 LEA Name Building: By Received Reason 21 1 . . .
64 20202 LEA Name Building: By Received Reason 3 - | This summary information can be
95 | 40404 LEA Name Dis‘tric‘t: By Sent Reason 1 1ES 4 helpfu|' however if this data is in
96 | 40404 LEA Mame District: By Sent Reason 1 1FC 1
97 | 40404 LEA Name District: By Sent Reasan 1 11v 78 question, it would be necessary
98 | 40404 LEA Name District: By Sent Reason 1 1 MNA 718 7 . . .
99 20404 LEA Name Distric: By Sent Reason 1 108 » | to refer the detail version of this
100| 40404 LEA Name District: By Sent Reason 1 2 :3 . report
It is important to note that a student a 1 0 12/18/201
H H H ES 10 0 12/18/2019
will be counted in the Received Reason | ; of 1271512015 Emis
Section and the Sent to 1 Section Ip 1 0 12/12/2019 e
T Alliance
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' Adding Borders

This can be excellent, up-to-date
S B ASORC] data to send to others in your district
1 File Insert Page Layout
Select all data by placing = X « Data as of Source Data/Prepare date
1 " Calibri .
cursor in cell A1, hold e (<007 ~ R * May need to translate EMIS coding
H ~  <¥ Format Painter = . .
down Shift and _Ctr_l o using the Student Standing (FS)
keys and then hit right | - section of the EMIS Manual
arrow then down arrow - . — B E 5
Left Border
\\» Right Border Total % |Students
. dcou |of Time / [Enrolled As
1 [N~ |org Nar = | £ Mo Barder [+]100 [~|ofpate [+
95 | 40404|LEA Name |Distfict: By Sent Rea, B Al Borders 4 2| 12/18/2019
26 | 20404 |LEA Name |Dyfirict: By Senp€a Outside Bord 1 1|12/18/2019
97 | a0a04|LEA Name |fistrict: By €hit Rea Heide Rorder 78| 68.12|12/18/2019
o2 | 20404 |LEA Namef|DistrigerBy sent Rea EJ Thick Outside Borders 718|  703.86|12/18/2019
99 | 20404[LEA Nange [piafFict: By SentRea pzy o\ oo 30| 29.38{12/18/2019
100 40404|LEA N District: By Sent Rea = 1 o[ 12/18/2018
i+ Thick Bottom Border 1 1|12/18/2019
From the Home tab, Top and Bottom Border 1 0]12/18/2019
] ) 10 o[ 12/18/2019
add borders to make Ll Top and Thick Bottom Border 7 o[12/18/2018
o | = Top and Double Bottorn Border 1 0|12/18/2019
‘ the report more user EMIS
\ friendly 1
\ Alliance

14
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Quick Check

The Enroliment Headcount
Summary Report can provide
up-to-date enrollment
numbers quickly. Enrollment
numbers are available as
headcounts and percent of
time. Data is also broken out
by Received Reason and Sent
to 1 Reason.

* Are you processing updated SIS data in
the Data Collector on a regular basis?

* Are you able to format and filter the
Enrollment Headcount Summary
Report?

* Who in your district might benefit from
seeing this data on a regular basis?

EMIS

Alliance

15

Enrollment Headcount
Detail Report

EMIS

Alliance

16
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Enrollment Headcount Detail (Current Students)

* Provides a quick and comprehensive set of data
* Contains elements from multiple record types
* Contains only data from your LEA’s SIS
* Contains data as of a specific date (date of the data/prepare)

* Based on enrollment as of “today” so running a prepare after the school
year ends could give skewed results

* Available in closed collections such as Beginning of Year and Midyear for
“snapshots” of data based on the last prepare (Mid-December/End of
April)

* Consider saving this report regularly as it will be overwritten with each
prepare

EMIS
TS 17
Alliance
17
Create your own Summary Data
File valid Invalid Total | Valid
Counts _of DN _Records Excluded.csv 3 |
lEnroIIment Headcount Detail Report (Current Students).cov W 891 Il
| Enrollment Headcount Detail Report (Future Students).csv
Enroliment Headcount Detail Report (Prior Students).csv Open the Enroument
Enroliment Headcount Summary Report (Current Students).csv Headcount Detail Report
Excluded Records.csv
Missing_Report - Organization Attribute (DN).csv (current Students)
.| Missing_Report - Student.csv T T
Organization General Information Record (DN).csv 3 2 5 | 3
Student Attributes Effective Date Record (FD).csv 1032 0 1032 | 1032
Student Attributes No Date Record (FN).csv 928 0 928 | 928
Student Demographic Record (GI).csv 928 0 928 | 928
Student Program Record (GQ).csv 644 0 644 | 644
Student Race Detail Record (GJ).csv 33 0 33 | 33
Student Special Education Graduation Requirement Record (FE).csv 1 0 1 | 1
Student Special Education Record (GE).csv 152 0 152 | 150
Student Standing_Record (FS).csv 949 0 949 | 949
Student Summer Withdrawal Record (FL).csv 0 0 0 I 0
Student Withdrawal Override Record (FC).csv 0 0 0 | 0
Total counts: 4670 2 5788 EMIS
Ty 18
Alliance
18
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Prepare the Report

* Open Enrollment_Headcount_Detail_Report_(Current_Students)
* Wrap text header row
* Freeze top row
* Expand all columns
| * Apply filters
" * Better yet, run your macro!

|+ To learn how to record a macro, prior year EMIS Alliance Excel sessions
can be found here
| * https://community.mcoecn.org/display/EM/EMIS+Alliance+Public+Space

EMIS

Alliance

19
This report contains a unique set -
of EMIS elements that is created Student Standing (FS)
each time data is brepared. If Legal District of Residence
data is ti PI F::h. ' " How Rece!ved Reason | gty dent Attributes — Date (FD)
source data Is timely, this repor How Received IRN State Equivalent Grade Level
could reflect data as of today District Relationship | pisability Condition
| Percent of Time Disadvantagement
| | District IRN Sent To Reason (1&2) | |imited English Proficiency
£ | |Building IRN - Sent To IRN (1&2)
| .‘I Student’s Enrolled| Student Demographic (GI) Sent to Percent of Time (1&2)
[ | as of Date Last Name Admission Date
i First Name Effective Start Date
| Gender ) Effective End Data (Blank)
T Summative Race Withdrawal Reason (Blank)
EMIS ID
SSID EMIS
Alliance
20

10
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| Why Pivot Tables?

* Pivot Tables

* Create a quick summary view of a detailed report
No formulas needed
Make changes on the fly
Drill down to the details
Great way to present data to others in the district
Will get easier to setup the more you use them

EMIS

a2
Alliance
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' Create a PivotTable

File Home Insert Page Layout Formulas Data Review View Help
S
|
\ Tables INlustrations Add-ins
“« ” . «“« H ”
From the “Insert” tab = Leave the “Create PivotTable
ups ” E F G H | )
seIeCt PIVOtTabIe € First Nami State Stuc District Re State Equi Legal DistiHow Rece prompt as defaUIted and seIeCt OK
2 30408 77777 1.23E+08 Last First TT228264¢ al a___a0a0a* gasess) 100 NA
3 40404 77777 1.23E+08 Last First UR86404 Create PivotTable ? X DoE
: HORON_TJ11742 Z2CvIS Last Lo WWOEE (1, ,05¢ the data that you want to analyze B
5 40404 77777 1.23E+08 Last First LP24282{ /y
(® Select a table or range
6 40404 77777 1.23E+08 Last First VE60024 i - = A
7 40404 77777 1.23E408 Last First QE88008 e i —— NA
1
8 40404 77777 1.23E+08 Last First _ |Kwacaq] A€ aneasmal s sounce NA
9 40404 77777 1.23E+08 Last First P0O8204§ hog NA
10] 40404 77777 1.23E+08 Last First TU22604 NA
1 40404 77777 1.23E+08 Last First VW6240, NA
12 40404 77777 1.23E+08 Last First GN2082(¢ Choose where you want the PivotTable report to be placed NA
13 40404 77777 1.23E+08 Last First TP84446| Cf) New Worksheet NA  [sosoee
14 40404 77777 1.23E+08 Last First VH80244 O Eristing Worksheet NA  weseee
15 40404 77777 1.23E+08 Last First TRO8488| Loation: ZIDNA  seeees
16] 40404 77777 1.236+08 Last First XY248061 Choose whether you want to analyze multiple tables NA  [eoseee
17] 40404 77777 1.23E+08 Last First ZY88244] | | Add this data to the Data Mode NA  seeess
18] 40404 77777 1.23E+08 Last First NZz68844 NA  [soeses EMIS
| Cancel
\| (191 40404 77777 1.236+08 Last First UL84468| SE 1717
- .W - 22
Alliance

22
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This section contains

New Tab and Next Step

i = &= | the column headers

.............

from your spreadsheet

The next step is to decide /

what we want to include
in our PivotTable and how
we want it to look

We are now on a new
tab in the workbook

EMIS

Alliance

23

PivotTable Boxes

Moving one or more column
headers into this box will

Drag fields between areas below:

Filters

create a filter(s) above your I
PivotTable

I
Moving one or more column
headers into this box will
createarow orrowsonthe [T——

/| left side of your PivotTable

using the values from the
columns on your spreadsheet

Defer Layout Update

Columns

/ columns across the top of your

Moving one or more column
headers into this box will create

PivotTable using the values from
those columns on your spreadsheet

Column headers placed in this box
will represent the values that

appear in the body of the PivotTable.
Values can be summed, averaged,
counted, etc.

EMIS

Alliance

24
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' Grade Level by Building

PivotTable Fields

Choose fields to add to report:

Click and drag fields into
the PivotTable boxes

ent Grade Level

f Residence

A

IDistrict Relationship

Row Labels
44444
77777
88888
Grand Total

0 N O ;AW N

v

B C|(D|E|F|G|H| I

Count of State Student ID Column Labels ~
1 2 3 45 6 7 8 91011 12KG PS GrandTotal

54 68
55 59 45 68 62 64

J|IK|LIM|N| O

66 56 64 50

73 107

55 59 45 68 62 64 54 68 66 56 64 50 73 107

122
533
236 Rows

891 Building IRN ~ | || Count of State Studen... ~

Watch the PivotTable take shape as fields
are added to the PivotTable blocks

Defer Layout Update

"

Alliance
25
' Grade Level by Buildin nt'd
ade Level by Building, co
| Update headers names to make the PivotTable more user friendly
A C D E F G H J L M N [e] P

1 |District Relationship (Al ~

2

B[Headcount * Grade ] ~ /

4| Building 1 2 3 4 5 6 7 3 9 10 11 12 KG PS 'Grand Total
5 |Middle School 54 68 122
6 |Elementary School 55 59 45 68 62 64 73 107 533
7 |High School 66 56 64 50 236
8 |Grand Total 5 59 a5 68 62 64 54 68 66 56 64 50 73 107 891
I

[

Select columns C thorough O and drag
to widen them equally, all at the same time

\ EMIS

\ Thay 26

\ Alliance

26
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Add Gridlines

AutoSave (@ off) 5w ®8 Enrollment_Headcount_Detail_Report_(Current_Students) DEMO.csv + £ search

2. Select the Borders icon, and “All Borders”

File Home Insert Page Layout Formulas Data Review View Help  PivotT:

< X
paste LICOPY ¥
v < Format Painter

Calibri

o oo | Conditional Formatas Cell

I
u + G C
Bz U $-%9 9N Formatting v _Table ¥ _Styles v

e — 1. Place cursor in cell A3, then hover over
e+« cell A3, until you see a black arrow, then
: Wmd. C click in cell A3. This will select the PivotTable
4 | Building = 1 2 3 4 L] 153 .
s R = {cells. Add borders to the PivotTable.
lementary School 55 59 45 68 62 64
7 |High School 66 56 64 50 235]
4 | Grand Total 55 59 a5 68 62 64 54 68 66 56 64 50 73 107 891
A B C D E F G H I J K L M N (o] P
1 |District Relationship [(an) -
2
3 Headcount Grade -
4 ilding hd 1] 2| 3| 4 5 6 7 8 9 10! 11 12|KG PS Grand Total
5 |Middle School 54 68 122
6 |Elementary School 55 59| 45 68| 62 64 73 107} 533
7 |High School 66 56 64 50 236
! 8 Grand Total 55 59 45 68 62| 64 54| 63 66 56 64 50 73 107 891}
‘ EMIS
hy 27
Alliance
27
File m Insert Page Layout Formulas Data Review  View Help
f” E%C”t Calibri Ju Ja R ==2 9 | Bwmpte General . El 7 womal 8al
[3 Copy ~
Paste . - . . . . . . 3
" Sramarane © 4 Y B 4 Filtering on District Relationship 1 will give a [Gloion |
et F “" 4 clearer picture of students attending your LEA
uz23 h Je
A C D E F G H J K L M N o] P
1 [pistrict Relationship |l -|
Jo
A1)
2 3| 4 5 B 7 8| 9| 10 11 12|KG Ps Grand Total
54 68| 122
59 45 68| 62 B4 73 107 533
66 56 B4 50 236
59 45 68| 62 64 54 68 66| 64 50| 73| 107 891
9
1 L Check the box to be able to select filters
1
12 Select Multiple ltems
13
14 Cancel
15
¥
EMIS
Thay 28
Alliance
28

14
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' District Relationship 1 - Educating

\ | This PivotTable now shows attending students by building and
. | grade level as of the date of the Data Source data and Prepare

A B C E F G H I J K L M N P
1 | District Relationship |1 |
2
3 Headcount Grade ~
4 ildi - 1 2 3 4 5 6 7 8 9 10| 11 12|KG PS Grand Total
5 Middle School 50| 64 114
6 |Elementary School 53 56 42 60 58 57 69 93 488|
7 |High school 50 54, ] _, 33 194]
8 Grand Total 53 56 42 60 58 57 50, 64 60| sa| 38 69 93 796|
=
Double click into a cell on the PivotTable to view
the students who are included in the count
\ EMIS
\
\ 29
T
|
|
{
. View Students in a New Tab
A B C D E F G H |
il District irn B Building 1RN B EMIS Student 1D Number [l Last Name B First Name [ state student 1D B District Relationship [ state Equivalent Grade Level B Legal District of Residence
{ 2 40404 88888 123457551 Last First XNB6446882 1 snsoe
| 3 40404 88888 123457536 Last First PW8222422 .
AR — meme e owen | L@@ve the tab and go back to your PivotTable
5 40404 88888 123457532 Last First UX4000404
6 40404 88888 123457524 Last First 04400208 H .
AR — meow e asese | ON Sheetl, or right click on Sheet2 and Delete
8 40404 88888 123457517 Last First QX4484828
9 40404 88888 123457503 Last First 562240660 2!
10 40408 88888 123457487 Last First PC6020268 24 40404 88888 123457377 Last First PU4
1 40404 83888 123457486 Last First KMO0862286 e
12 40404 88888 123457483 Last First PV0608264 25 40404 123457375 Last First PU4
13 40404 83888 123457454 Last First QPE326686 26 40404 Insert.. 123457373 Last First PU4
14 40404 88888 123457450 Last First QX4446208
15 40104 88888 123457412 Last First Q12088226 27 40404 123457372 Last First PU4
16 40404 88888 123457411 Last First QL2060002 28 40404 123457370 Last First pw
17 40404 83888 123457388 Last First QIE660606 = T7 Rename
18 40404 83888 123457387 Last First Q15844428 29 40404 - 123457350 Last First Oov4
19 40404 88888 123457386 Last First Q16880660 W W, :
= = — T e e 30 40404 Move or Copy.. 123457349 Last First Kzg
i; :Zw 88888 123457383 Last First Q16862642 31 40404 (S View Code 123457348 Last First oM
= o . . . 32| 40404 123457346 Last First oM
=« A new tab will open containing | | aoaos | BB ProtectSheet.. 123457345 Last First oM
25 4044
2 a0 34 40404 Tab Color > 123457344 Last First oLg
;: ::” the data from the ce" 35 40404 123457343 Last First oLq
s s o o rwm | ovessois 36 40404 Hide 123457342 Last First oL
30 40404 88888 7349 Last First k28028228
31 40404 88888 123457348 Last First ‘OM2824264. 37 40404 123457341 Last First OLE
32 40404 83888 123457346 Last First OM2860440 38 40404 123457338 Last First oLq
33 40404 123457345 Last First OM2884446. Select All Sheets
34 40408 123457344 Last First 0L6084404 LY T Enrollment_Headcount_Detail_Rep +
35 40403 123457383 Last First 0L6080068
36 40404 123457342 Last First 0L6044244 12 40404 1| EMIS
\ 37 40404 123457341 Last First 0L6028080 1 12 40404
I 40404 123457338 Last First 016224048 1 12 40404 | i
Sheet2 | Sheetl | Enroliment Headcount Detail Rep ® « - "W w30
Alliance

30
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. Create Another PivotTable

| —= 3.L he “C
‘ . Leave the “Create
NS a— . ble”
s - 0 Bl oen PivotTable” prompt
M n Create PivotTable
1 g3 Dist How Recs Hi H {a ”
o - choose the aatatnatyou] CJ1C
2 L " e =
o 4 ahen (®) Select a table or rangdl
5| 4 2 F 1 0 NA Table/Range: | Enrollment Detail +
: . From the Insert t t Pivot Hendroun el
7 4 O e se a se ec o a e o NA O Use an external data source
° 40404 TITIT 1.23E+08 Last First POBI0484. 1 s 0606 El 100 NA 0 NA Choose Connection.
1’ 40404 TITIT 1 Farst GN208208 1 s 40308 * 100 NA LT Us workbook's Data Model
-
- 4 T First VHB02M4s 3 5 50505 . 50505 200 MA ol MA Choose where you want the PivotTable report to be placed
8 avsos  7irr st TRosass2t B s somm s soss  wooma 0N @ New Worksheet
e e i — — e i
7 w77 Lol et Zvesasaac ) s sess 100 A ona O Buisting Worksheet
18| 40404 77777 L23E408 Last First 1 5 50505 200 NA onNa Location: +
19 40404 FITIT 1L23IE+08 Last Farst 3 s 40308 * osE o Na -
QW T 1B Lt Flesk 3 4 smm 2001 MA 9 NA Choose whether you want to analyze multiple tables
24 40404 TITIT 123E+08 Last Farst 1 s 40408 * 100 NA o NA Cancel
e " 14 Tosele back to the Enroll t
o = : 1~ 1. loggle back to the enrolimen
e e Headcount Detail Report
= e —— e
e : EMIS
-]

|

\ PivotTable Fields SR

Choose fields to add to report & -

Disadvantagement by Building A

EMIS Student D Number
Last Name
First Name
[ State Student ID
District Relationship
] State Eqy

@

A B clD| E F

Set up and

1 |District Relationship l(am -

2 format

3 |Count of State Student ID Column Labels |~ PiVOtTabIe

4 Row Labels - 123* Grand Total

5 |a4444 27 95 122 '
e |77777 160 273 533 Drag fields between aress below

7 |88888 71 7 9 149 236 e
3 |Grand Total 258 7 9 617 891

A B G D E F
District Relationship I(AII)

4

= Rows Z Values

Building IRN * | | Count of State Studen.

Headcount Disadvantagment Code ~
Building Economic Academic |Both |None |Grand Total
Middle School 27 95 122
Elementary School 160 373 533 S e

High School 71 7 9| 149 236 EMIS
Grand Total 258 7 9| 617 891 W™ 3

4

0 ~N O U; W N -

16
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PivotTable Fields S
. .
' Grade Level by Building and Gender |-~ =
‘\ - j.‘l
| st Hae
A 8 C D EF GHI JKLMNO P 7] State Studont ID
1 |District Relationship (All) v +| Dirtrict Relationihip
2 4 | State Equivalent Grade Level
| 3 Count of State StudentID Column Labels ~ Set up and [ festonse
4 Row Labels - 1234567 8 9101112KGPS Grand Total
5 -44a04 54 68 122 format
6 F 27 35 62 .
g~ 7= ® PivotTable
s =717 55 59 45 68 62 64 73 107 533
| 9 F 26 24 19 29 31 27 35 55 246
| 10| ™ 29 35 26 39 31 37 38 52 287
| 11| -88888 66 56 64 50 236 i Gonder
| 12 F 30 27 30 23 110
Dvag fiekds betaran. area below:
B ™ 36 29 34 27 126
14 Grand Total 55 59 45 68 62 64 54 68 66 56 64 50 73 107 891 X B Columen
Seate Equvatent Grade
A B @ D E F [d H J K L M N o ]
District Relationship Jeany -
Headcount (Grade =
Building - 1 2 3 4 5 6 7 8 9 10 11 12k [ps Grand Total —ce
= Middle School 54 68, 122 ~
Female 27| 35 62 : e Suen *
Male 27| 33 60
- Elementary School 55 59 a5 68 62, 64) B[ 107 533
Female 26 24| 19| 29 31 27| 35 55| 246
Male 29 35| 26| 39 31) 37| 38 52| 287
= High School 66 56 64 50 236
Female 30 27| 30 23 110 Defer Layout Update
Male 36) 23 34 27| 126
Grand Total 55 59) a5 68| 62 64 54 68 66 56 64 50) 73| 107 891

33

. Insert Slicer Instead of Filter S

| koot fiekts bo 40 10 regort & -
“ P Search o 5
|| Fite Home  Insert  Pagelayout  Formulas  Data  Review  View Design -
] PivotTable Name: | Active Field: o : [\\ W fr!—
M = io Iy
nse
. : e .
2. From the PivotTable Analyze | 3. Select “District
up ite
N . e
Tab, select Insert Slicer Relationship
A 8 CDEFGHI JKLMNO [ Q R s T
1 L " i
2 Insert Slicers ? x |
3 Icwn(o' State Student ID IColumn Labels - ) =
4 Row Labels - 123456 7 8 9101112KGPS GrandTotal | [/ Otid i e -
e s 22| T soscmg ST —y -
6 F 27 35 62 [[] Emis Student ID Number T Fiters B Cobemes
7 M 27 33 60 || [ LastName
8 =1 55 59 45 68 62 64 73 107 533 [] First Name | /
9 F 26 24 19 29 31 27 35 55 246 [] state Student ID
10 M 29 35 26 39 31 37 38 52 287 _| Distnict Relationship
11 88888 66 56 64 50 236 0 ¢ Equivalent Grade Level |
12 F 30 27 30 23 110 | Boms £ Ve
13 ™ 36 29 34 27 126 | Sekding POl .
14 | Grand Total 55 59 45 68 62 64 54 68 66 56 64 50 73 107 801 Sows Recele | Gendes
15 ent Percent of Time
‘j ent to Reason 1 '
1
18 . .
= 1. Create the PivotTable with |
20 . . .
2 nothing in the Filter box
22 [ TInCer I
23 . ]

17
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- Slicer on District Relationship
Much like a filter, a slicer allows
the data to be shown based on
: A B C D EF GHIIJEKLMNBM a selected Value
> /
2 [ I n=
3 Countof State Student 1D Column Labels ~ Dm""wyﬁ'" =
4 Row Labels 1 1 2 3 45 6 7 & 9101112 KG PS5 Grand Total 1
5 A 54 68 122 2
] F 27 35 a2
7 M 77 33 &0 2
& T 55 50 45 GE 62 64 73 107 533
4 F 26 24 19 29 31 27 i5 55 246 I
10 M 29 35 26 39 31 37 g 52 287
| (11 =3s888 66 56 64 50 Right click on the Slicer
| |12 F 30 27 30 23 .
3 0™ 36 29 34 27 to see additional
| 14 Grand Total L5 GO 45 68 62 64 54 68 66 56 64 50 T3 107 settings Such as a multi_
: 15 = |
select option
EMIS
\ -
35
Quick Check « Are you processing updated SIS data in
PivotTables create a quick and the Data Collector on a regular basis?
easy summary of data that * Are you able to format and filter the
can be very useful in Enrollment Headcount Detail Report?
troubleshooting data. port:
Summary data is also very * Are you able to create PivotTables from
2?'tpfut| t°h°ther5 _'t” your the Enrollment Headcount Detail
ISTrict who monitor
) Report?
| enrollment and attributes of P
. students.
EMIS
\ abancs
36
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FTE Detail Report PivotTable

EMIS

Alliance

37

FTE Detail Report

FTE Detail Report Contains

* Funding data for students
* Your LEA’s data and data from other LEAs

* Could have more than one line per student

* Each row is calculated with a base FTE
* Each row contains a unique set of funding elements

* Gets larger as the school year progresses
* |s generated nightly by ODE with data received as of 5pm

EMIS

Alliance

38
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. FTE Detail Report

* Student Collection — Level 2

E Detail DEMO for

' Begin by opening an FTE Detail Report

No need to prepare the report
Before creating a PivotTable

File Home Insent Page Layout Formulas Data Review View Help
}' | é :"‘ Caiibei = 3 Wrap Text Genenal % B @/:‘ Normal 8ad

T e |91 W[ Bgeacons « | § - % 3 %8 5 | Sortion Feres [

Cupboard 5 Font & Alsgnment 5 Number 5 sty
A1 - f | RPTDESTIRN

A ] c ) 3 F G H ' J 3 L M N o » Q
1 [RPTDEST [BIdg IRN SEVERITY(SSID  EmisID  Last Name First Nam:Middle NeLEA IRN  LEVEL 2 RERESULT CCRESULT CC FTE FUND ENRL STAFENRL END ORIG FTE ADISTD F1
2| aos0s 183331 RK866486(Not Avail: Not Avallc Not AvalleNot Avalle 18333 FTED-001 FT0000  FTEDetall COMM  semsssss mmmsssss 0.056286 0058286
3| 40404 1430601 TEB44862€ Not Availi Not Avalli Not Avalli Not Avail: 143060 FTED-001 FT0000  FTEDetall COMM  7/1/2019 mensmmnn 1 1
4| a0t0s 1430601 5K222066¢ Not Availi Not Availi Not Availi Not Availi 143060 FTED-001 FT0000  FTE Detall COMM  mmmsunmy wmmmumny 05 0s
5| a0s04 1430601 80602082 Not Availi Not Availi Not AvailiNot Avall: 143060 FTED-001 FT0000  FTE Detall COMM  7/1/2019 wmmmimnn 1 1
6| 40304 1430601 618008662 Not Availi Not Avail Not Availi Not Avail: 143060 FTED-001 FT0000  FTEDetall COMM  7/1/2019 mwmmisnn 1 1
7| 40108 1430601 NL206844 Not Avall Not Availi Not Avail: Not Avail: 143060 FTED-001 FT0000 FTEDetail COMM  9/3/2019 sssssssn 0472527 0.472527
8| 40304 1433061 VL646242¢ Not Avail: Not Avail: Not Availe Not Availe 143306 FTED-001 FT0000  FTEDetall COMM  7/1/2019 memmusen 1 1
9| a0s04 1430601 V0866440 Not Availi Not Availi Not AvailiNot Availe 143060 FTED-001 FT0000  FTEDetail COMM  7/1/2019 wemmumnn 1 1
10| 40308 368801 VBASAGAOEMISID  Last Middle First 40404 FTED-001 FTO000 FTEDEtilRGIV 7/1/2019 wwwuwwwm 1 1
11 40808 368801 QIS628624EMISID  Last Middle  First 40404 FTED-001 FT0000 FTEDetallRGIV 7/1/2019 wwwswsns 1 1
12| 40108 146301 VBASEESOIEMISID  Last Middle First 44000 FTED-001 FT0000 FTEDetall0PDD  7/1/2019 mmsssans 1 1
13| 4004 363801 SKB60062(EMISID  Last Middle  First 40404 FTED-001 FT0000 FTEDetallRGIV  7/1/2019 wemssass 1 1
14| 40%08 101 SNA4GOSSIEMISID  Last Middle  First 46631 FTED-001 FT0000  FTEDetail OPDD  7/1/2019 wwmuuwen 1 1
15| 40108 101 SNA46662 EMISID  Last Middle  First 46631 FTED-001 FT0000 FTEDetail OPDD  7/1/2019 wwmwummn 1 1
16, 40508 363401 SK860226(EMISID  Last Middle  First 40304 FTED-001 FT0000 FTEDEtailRGIV 7/1/2019 wwwwwwww 088 088
17| 40404 613031 SK860226(EMISID  Last Middle  First 61384 FTED-001 FT0000 FTEDetallRGIV messswss smssssws 012 0.12 EMIS
18| 40408 363801 TX442282¢EMISID  Last Middle First 40304 FTED-001 FT0000 FTEDetail RGIV 7/1/2019 mmmusmen 1 1

Create a PivotTable in an FTE

. FTE Detail Report PivotTable

Detail Report

T I
Fle  Home Insert Pagelayoust  Formulas  Data  Review View  Help
(
PivatChart
A1 £
< o € F G H ! ] K L M N
1 [rd//DEST IRN Blog IRN_SEVERITY CODE_ SSID Emis 1D LastName  FirstName  Middle Name LEAIRN LEVEL 2 REC TYPE CODE RESULT CODE RESULT CODE DESCR FTE FUND PTTRN CODE ENRL START DATE
ilable Not Avallable NotAvailable NotAvallble 18333 FTED-001
F h I lable Not Available Not Available NotAvailable 143060 FTED-001 h P' I
rom the Insert Ta iace Not Avalble Not Avaasle Not Avaisble 143060 FTED.001 n the Create PivotTable
ilable Not Available NotAvailable NotAvailable 143060 FTED-001
“up: ” ilable Not Available NotAvailable NotAvailable 143060 FTED-001 “" ”
select “PivotTable” |t +em | Prompt, select “OK
if Ip-001
T T TAT0E0 T UOSGE3A Mot Aval| " TR o fp-001 FIO000 FTEDetall ) prEE)
0 40403 368401 VB4816400 Emisip | & Stlectatabie of range fo-0a1 FT0000 FTE Detall 7/1/2019
n 40404 36840 1 Q8628624 EMISID | Table/Range: | (FTE Detall DEMO for Fvatfable SASISALS | ® | 0001 FT0000 FTE Detail 7/1/2m3|
12 40901 146201 VB4866808 EMISID | O Usean etemal ata source 001 oFpD 71/2013)
3 40404 36840 | SKBS00626 | EMIS 1D fp-001 RGIV 7/1/2019
4 40404 101 SNA4GOSES  EMIS ID D001 0PDD 7/1/2019
15 40404 01 SNA4GEE22  EMIS ID Ip-0a1 FTE Detail 0pDD 7/1/2019
16 40404 368401 K860 EMIS ID | Choose whese you want the PivolTable r£port 10 be placed - FTE Datail RGIV 7/1/2019
17 40404 613031 SKB602260  EMISID | @ Hew Worksheel FT0000 FTE Datail RGIV 8/27/2019)
1’ 40101 368401 TX4422424  EMISID | (O Esisting Worksheet FT0000 FTE Detail RGIV 7/1/2019
19 0101 368401 002002282 EMISID | Locatian FT0000 FTE Detail RGIV 8/1/2019
%) 0901 368401 002002282 EMISID | (11005 whether you wantta analyze multple tables FTO000  FTE Detail RGIV 10/21/2019)
] 40404 368401 002002282 EMISID | st maoge FT0000 FTE Detail RGIV 10/28/2019)
22 40404 61303 | 002002282 EMISID D001 FT0000 FTE Detail RGIV 10/28/2019)
23 40404 368401 0X4480840 EMIISID Cancel | i 001 FTD0D0 FTE Detail RGIV 7/1/2013)
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We will select PivotTable Fields next

When inserting a PivotTable
using the defaulted options,
a new worksheet tab is opened

)
=
5
a
"
n
s TE Datad DEMKQ for BiolTable z

EMIS

S
Alliance

41

41

Select Piv

PivotTable Fields

o

otTable Fields

' 1. Click and drag fields

into the PivotTable
areas below

PivotTable Fields

Chaose fields to add to report

Defer Layout Update

2. If Values do not appear as
“Sum of” select the dropdown

arrow, then “Value Field
Settings”

nt
Aver
j Min

ADISTD SPECE... ~

jalue Field Settings

3. Then select
“Sum” and “OK”

ource Name: ADJSTD SPECED CAT FTE

Custom Name:  Sum of ADJSTD SPECED CAT FTE
Summarize Values B Show Values 4
Summarize value field by

Choose the type of
data from the

ation that you want to use to sufimarize

EMIS

S
Alliance

42

42
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3 Row Labels - Sum of ORIG FTE Sum of ADISTD FTE Sum of ADJSTD SPECED CAT FTE . . . .
+ | 2aTsm 1 1 Inclusions codes typically indicate where
5 FuLL 1 1
5 |=comm 6.030813 6.030813 funding is initially going
T FULL 6.030813 6.030813 . .
8 Joirsn : : * FULL and PART indicate that your LEA
101N 28206 2 2 is initially receiving funding
1ZjZ0NR 2609257 208597 a1l | o NONE indicates that the funding is
-y snasorss  2asesase 12snsota initially going to another LEA
16 FuLL 54.214431 54.21112 2.300633
17 NONE 170.775328 170.744465 10.659281
18 | = OPID 3.873032 3.873032 0.24
19 PART 3.873032 3.873032 0.24 Click on specific values to
20 | = PSET 9.994013 8.834327 8.834327
21 FULL 9.994013 8.834327 8.834327 ill ; H
o o2 27 =7 | drill into the detailed data
23 NONE 1.28 0.78 0.78
24| = PSOT 1 0.5 0.342857
25 NONE 1 0.5 0.342857
2oj=psmn S.300074 samd 2141 | Refer to the FTE Detail Report Explanation
2ol Forl i e wsanl | For definitions of Fund Pattern Codes
30 PART 33.090065 33.090065 7.176468
T 31| =SPCO 12.63811 12.63811 12.63811
32 FULL 8.88811 8.88811 8.88811 EMIS
33 NONE 3.75 3.75 3.75
34 |Grand Total 942.974693 876.202404 120.250167 Uh 43
Alliance

43

FTE Report Explanation — FTE Fund Patterns

FTE Fund (FTE Fund Pattern Code Descrip- |Detailed FTE Fund Pattern Code Description I ‘
Pattern  |tion . . R
Code This is a small section of the FTE Fund
PSIT o -ESC C v vi in- |A resident of D! H
Preschool = ESC educating via an in-|A resident of DY pattern Code section of the report
termediate district, funds transferred |means other thar
to ESC to an ESC. Agrei i
- explanation
RGJV Regular/Other District and Regular  |This is the broadest category and covers resident student and other
JVSD situations such as: Foster Placement, Following District Em-
ployee, Senior Year, and also includes students coded with the
'CE' Sent Reasor—™* * * = E— *
it wos it Use this information to learn what attending
ocational.
SBDD  |School wes educsiod at Comty situations your LEA has and if the funding is
: Board ot’-Dc\clopmcmal Disabilitics ﬂOWing as expected
SPCO Special Ed Co-Op Students reportd_ _ .
dents.
STEM STEM District Student Students reported by a STEM district
oty The default value If no other code fits, then “***** will appear in the FTE Fund Pat-
trn Code column

EMIS

Thay 44
Alliance

44
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Pivot Table Filter

Select field: 1
FTE FUND PTTRN CODE ~ 1
2| sotAtoz 6.030813
6.030813

Z| SertZtoh 1
More Sort Optiens. 1

3 |Row Labels| ~ |Sum of ORIG FTE Sum of ADJSTD FTE Sum of ADISTD SPECED CAT FTE

Filter on Row Labels and select just the

Fund Pattern Codes you would like to see,

then click “OK”

~

0 3 Row Labels -T|Sum of ORIG FTE Sum of ADIJSTD FTE Sum of ADJSTD SPECED CAT FTE
Label Filters (D)::;igz 4 = ATSM 1 1
et 0.036966 3 FULL 1 1
Search 12959914 6 | =IPSN 1 1
Ern By 7] R 1 1
JCPOS’\NAM 0.24 & |=5PCO 12.63811 12.63811 12.63811
“INFRG 3.873052 0-24 g FULL 8.88811 2.88811 2.88811
EJPVDRD :S::;Z 3::;5 10 NONE 3.75 3.75 3.75
oPID 0.78 0.78 11 Grand Total 14.63811 14.63811 12.63811
[« PSET v 0.78 0.78
= oo
o s10 s1e In this example only ATSM, JPSN,
B s smasn ragars and SPCO were selected in the filter
S o e e e EMIS
34 Grand Total 942.974693 876.292404 120.250167 S 5
Alliance
45
Quick Check * Are you able to create a PivotTable and
PivotTables can provide a drill into the detailed data?
summary of a large amountof o \What other fields in the FTE Report
data that allows the data to could be brought into a PivotTable?
be analyzed in smaller g )
sections. Try using * Can you think of other reports that
Recommended PivotTables to could be analyzed using PivotTables?
view different ways to analyze
your data.
EMIS
TS 46
AIIia‘nce

46
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Summary

* Basic Excel techniques can be very useful when
| troubleshooting
* EMIS data in the Student Information System
* EMIS reports

* These techniques should be part of your everyday
practices

47

Resources

* Access previous EMIS Alliance sessions

* https://community.mcoecn.org/display/EM/EMIS+Alliance+Public
i +Space

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

* Microsoft Excel Classes

* Your ITC

48
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Questions?

49
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