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Using Excel to
Troubleshoot EMIS Data
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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

 Staff and Course Collection Best Practices

* Prepare the Cl and CK files for sharing with others in your district

* Use Conditional Formatting
* Add data with VLOOKUPS
* Create a PivotTable

* Review prepared Staff Demographic (Cl) and Staff Employment
(CK) files

» Access Excel recorded sessions
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Sharing Staff Data

» Staff data and Course/Student data originate in separate source
systems

* The Staff and Course (L) Collection is where the staff, course,
and student course assighment data meet
* When initially running this collection, the results can sometimes be
messy
* Sharing staff EMIS data with district staff can be helpful when
correcting and verifying the data

* This is not a comprehensive staff and course training but rather
some suggestions on using Excel to work through the data

EMIS

Troubleshooting Staff and Course Data

* Data in the SIS and the Staff EMIS system should be updated
and current for all LEA types

* Use a systematic approach when working through the Staff
and Course Collection
1. Resolve Level 1 Validations
2. Resolve Excluded Records
3. Resolve any remaining Missing Staff

4. Share the Cl and CK files to verify the data to be current, correct,
and complete

5. Review other Submission Files and Level 2 Reports
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| Resolve Level 1 Validations

If you have Level 1

= Init: Collection required for all EMIS es. The initial staff coll

sdes staff employe:
Submissions: September 23, 2021 - January 28, 2022 (113 days till close)
Version: 1
Status: The collection was submitted today at 01:25:45 PM by
Submission Status: Pending Processing (today at 01:25:53 PM)

any time in FY22 and st

From ODE: Level 2 Reports

Validations, a link
will appear

L~

Staff and Course Collection - Initial (FY22)
Submission Number 1 (attempt 1),
Validation exceptions are listed by record type and exception severity.
To generate the exception report for one record type and/or exception severity click the link In the corresponding
row and column.

Last Prepared: September 24, 2021 (14 days ago) at 07:10:46 AM

Record Type

Career-Technical tion Correlated Class Record (CV) ) ) ) 0 0 0 )
Contract Only Staff ) [ [ 0 0 0 0 )
Contractor Staff Em t Record (C)) ) ) 0 o 0 0 [
Course Master Re ) [) ) [} 0 77 81
Mapped Classroo ) 0 0 o o0 0 10
Staff Course Record ] ] 0 0 ) 82 853
5 0 16 o 2 12 279
X) 1 0 2 o 16 9 404
Override Record (CP) ) 0 ) 0 0 0 o
Employment Separation Record (CL) [ [} o o o 0 0
Student Course Record (GN) ) ] 0 o 0 1842 16175
Total Counts: 19 o 18 o 3 2022 18532

Fix Level 1 Validations
first because they can
cause Excluded Records
and Missing Staff

|

EMIS
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Resolve Excluded Records and Missing Staff

' lypes

Dexail
Missing Data

-) FY22-L-Stf Crs Init: Collection required for

Zip File: Download file as a ¢

File Format: HTML

Sy

es: @ pata only
Data and |
Data and

Include in CSV

(EY22)

The initial staff collectios

September 23, 2021 - January 28, 2022 (113 days till close)

ployed any time in FY22 and st

From ODE: Level 2 Reports

Prepare Outputs;

Excluded Records are not
included in the data that
is reported to ODE

Course Master Record (CN).csy

Valid

Career-Technical Education
Contract Ooly Staff Record

zontractor Staff Employvin

Subm 3

Invalid

Sub 2

Total Valid

luded Records.cov

[ Exl

Magped Classroom Code Record (CM).csv

S Course Record (CU).csy
Staff Demograghic Record (Cl).csw
Staff Employment Record (CK).csv

Staff Missing Override Record (CP).csy

ng_Report.csy

=1

mer Employment Separation Becord (CL).cs

Staff Missing includes
those reported in a prior
collection without a
separation date and who
are currently not being
reported

EMIS
Student Course Record (GM).csv
Total counts: 10748 32 20930 -y N
o
e .
Alliance
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Submission Files, cont’d

Submission 5

File Valid Invalid Total | Valid

n

1

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

Contractor Staff Employment Record (CJ).csv

) Course Master Record (CN).csv

Start by opening the Staff Employment (CK) file,
we will open the Staff Demographic (Cl) later

Excluded Records.csv

Mapped Classroom Code Record (CM).csv

Staff Course Record (CU).csv

Staff Demoqraphic Record (CI).csv
| |staff Emplovment Record (CK).csv
| Staff Missing Override Record (CP).csv

Staff Missing Report.csv
Staff Summer Employment Separation Record (CL).csv

Student Course Record (GN).csv

0
367
109
158

0

1]
5200

Total counts: 6207

o o o o O

o

5
0
373
109
158
0
1]
0
5200
6218

0
363
106
153

0

0
5148

We are going to demonstrate some Excel functions

Using the Cl and CK files but all files should be reviewed

EMIS
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Quick Check

The Staff and Course
Collection includes data from
two separate source systems
and involves more district
staff to review the data. It is
best to work through errors,
excluded records, and missing
staff before attempting to
review the remaining
submission files.

Validations?

* Have you processed a staff and course
collection with current data?

* Have you cleaned up your Level 1

* Have you resolved your Excluded
Records and Missing Staff?

EMIS

s 10
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Preparing the Staff
Employment (CK) File

11

~ Files to Open

. * Staff Employment Record (CK)

* Your ITC will provide you with two additional files-
* Position Codes as of 10_12 2021
* Assignment Areas as of 10_12_ 2021

File ~ Home Insert Pagelayout Formulas Data  Review View  Help File  Home Insert Pagelayout Formulas Dala iew  View Help
2 X Cut ot Jun Jda s = & cut Calori o G A A =] £+ Bwap
@copy ~ Bcopy ~
= BIuUu-H- &-A B e ! B I u-~H-&-A- Mearge |
v < Format Painte Sl = e ~ <F ormat Painter =l = Elvere
Ciipboard s Font s Aignment Chpboard 3 Font 3 Abgrasant
K10 s E12 - "
A B A c

1 101 101 - Administrative Assistant Assignment

2 103 103 - Assistant, Deputy/Associate Superintendent Assignment
3 104 104 - Assistant Principal Assignment

4 | 108 108 - Principal Assignment

5 109 109 - Superintendent Assignment

6 |110 110 - Supervisor/Manager Assignment

7 112 112 - Treasurer Assignment

8 113 113 - Coordinator Assignment

oo~ @ s -

0 No Assignment Area

999050 999050
999140 999140

- Art Education K-8
- Title | Programs

999270 999270 -
999350 999350 -
999365 999365 -
999370 999370 -
999380 999380 -

Preschool General Education
Food Services

EL Instruction Program
General Education K-12
Gifted and Talented

12
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|
|
" Prepare the CK file
‘ AutoSave Staff_Employment_Record_(CK)_DEMO.x;
: : : With the Staff Employment
File Home Insert Page Layout Formulas Data Review View Help .
o X om B (CK) file open, see that the
LD = Calibri Jiuo WA A E=E] - Bwepd . s
o Mcopy ~ values in the Position Code
L TR Ve viEEEE=
v <¥ Format Painter = === 3= | EllMerge column appear as =“230”
Clipboard S Font 3 Alignment . .
Fes ° s which will prevent the
G2 v 2 ="230" .
VLOOKUP from working
A B C D E F G H
1 |Fiscal Year Reporting I District IRN Employee | Employee [ State Staff Position Zbde | 7 (Ctri) In the next series of slides
2 | 2022 L 444444 OH244408 LAST, FIRSTOH244408 230 C H H
3 2022 L 444444 OH244408 LAST, FIRSTOH244408 230 C we WI" reformat thls COIumn
4 2022 L 444444 OH246806 LAST, FIRSTOH246806 230 C
5 2022 L 444444 OH246806 LAST, FIRSTOH246806 230 C
6 2022 L 444444 OH246806 LAST, FIRSTOH246806 230 C
7 2022 L 444444 OH246806 LAST, FIRSTOH246806 230 C
8 2022 L 444444 OH246806 LAST, FIRST OH246806'204 C EMIS
9 2022 L 444444 OH246806 LAST, FIRSTOH246806 230 C
TS
Alliance
13
|
|
- C d Past
AutoSave Dy 9 A Staff Employment_Record_(CK) DEMO.xlsx ~
|
| File Home  Insert Page Layout Formulas Data Review View Help
4 cut Calibri Ju VA A E= 25, Wrap Text General
o [Bicopy ~ . —_—
Efe < Format Painter I U~v [y v A v == Merge&temer v $ ~% 9% % 4
Clipboard ] Font N Alignment =l Mumber
lewl > £ ="220"
1. Select the data in the Position
Code column without selecting the F ol i
. . I Stat P C
Header. Tip- Place cursorincell G2, [, s Blj
. 5T0H244408 230 - .
hold down the Shift and Control D oroacacdase | & | 2. With the data
5T0H246806 230 [ Copy — | i
keys and press the down arrow - — i selected, right
7 2022 L 444444 OH246806 LAST, FIRST OH246806 230 aste Options: 2 H
8 2022 L 444444 0246806 LAST, FIRST OH246806 204 ) 33 click and then
9 2022 L 444444 OH246806 LAST, FIRST OH246806 230 14 “« ”
10 2022 L 444444 ZDOG0222: LAST, FIRST ZD0602221230 Paste Spedial.. > select COpy
\ 1 2022 L 444444 0S204448(LAST, FIRST 05204448{230 £ Smart Lookup 2
A 12 2022 L 444444 0S204448(LAST, FIRST 05204448(899 - 1
\\ 13 2022 L 444444 0S204448(LAST, FIRST 05204448(415 Insert.. 14
\ 14 2022 L 444444 OH248246 LAST, FIRSTOH248246 230 elete., 14 EMIS
\ 15 2022 L 444444 7D060226¢ LAST, FIRST ZD060226{802 “ '@‘ "
Alliance

14
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|
. Copy and Paste, cont’d
| Py ’
|
“ AutoSave Staff_Employment_Record_(CK)_DEMO.xisx
File Home Insert Page Layout Formulas Data Review  View Help
-~ —
L & Cut Calibri i1 YA A E=E]®Y BwapTen General
[@copy ~
Paste (VI == 8 = 5 v v 9
v Frormatpaner | © 1 Y v IH = Merge & Center $ % 9
Clipboard 3 Font 3 Alignment 3 Nurmber Right click again
G2 & S ="230"
and select the
u“ ” 3
paste values” icon
A B c | D E F G Calibri
1 |Fiscal Year Reporting f District IRN Employee | Employee [ State Staff Position g ;
2 2022 L 444444 OH244408 LAST, FIRSTOH244408 230
3 2022 L 444444 OH244408 LAST, FIRST OH244408 230
4 2022 L 444444 OH246806 LAST, FIRSTOH246806 230 4
5 2022 L 444444 OH246806 LAST, FIRSTOH246806 230 @™ ¢
6 2022 L 444444 OH246806 LAST, FIRSTOH246806 230 .
7 2022 L 444444 OH246806 LAST, FIRSTOH246806 230 o
8 2022 L 444444 OH246806 LAST, FIRST OHZ46806’204
9 2022 L 444444 OH246806 LAST, FIRSTOH246806230
10 2022 L 444444 7D060222: LAST, FIRSTZD060222]230 Paste Spedial... ? 1444
1 2022 L 444444 0S204448(LAST, FIRST 0S204448(230 O Sm, 2222
art Lookup
12 2022 L 444444 05204448(LAST, FIRST 05204448899 1444 EMIS
13 2022 L 444444 0S204448(LAST, FIRST05204448|415 Insert Copied Cells... 1444 . ’\‘
Alli;nce
|
' Resolve the E FI
|
.~ ReSolve the trror riag
|
| AutoSave @ K) v R A = Staff_Employment_Record_(CK)_DEMO.xlsx »
File Home Insert Page Layout Formulas Data Review View Help
A Cut L = = 0. b
Calibri “l 11 o AA = = T 25 Wrap Text .
[copy - =l ) 2. Click the down
Paste =2 ==/s =
I U« w | & o - =EE = = -
+ < Format Panter . A¢ === == Bt - orrow and select
Clipboard 5 Font ] Alignment “ ”
Convert to Number
G2 = fe 230
A B C D E F H |
1 | Fiscal Year Reporting f District IRN Employee | Employee [ State Staff Befition Code Position/St Position St Bui
2 022 | 444444 OH244408 | AST. FIRSTOH 230 C 20120810 3 Th_ _" h.ft th
. . . IS will shi e
= 21. With the data still H24 Number Stored as Te: 20130501
4 2 RSTOH24 20200801 numbers in the
5| 2selected, an error flag  [rsronzs Convertio Number 20080501 .
6 2 ill RSTOH24  Help on this Error 20180801 column to the right
7 2 wi appear RSTOH24 Ignare Errar 20100801
8 2022 L 444444 OH246806 LAST, FIRSTOH24 20041101
9 2022 L 444444 OH246806 LAST, FIRST OH24 - . 20151101
Error Checking Options...
10 2022 L 444444 7D060222: LAST, FIRST ZD06vz 22 geow v 20091110 EMIS
11 2022 L 444444 052044480 LAST, FIRST 052044485230 iC

20030821 'ﬁ‘ .

Alliance




11/1/2021

|
|

Format Cells

® 92 A yment_Record_(CK)_DEMOxisx Format Cells 7 x
file Home Inset Pagelayost Formulss Data Review View Help e s O e
L & cut Calibri i VAR E=E 2 BwepTer General Category:
paste [BCopY ¥ > . General Sample
U ~|H|a- A~ == Eve - v % 9 Q]
T ey || 3800 1 A [l Merge & Center $v% 9 R oy 20
Chgboard s e s Agwocet s Nk Accouming Decimal places: [0 T
Time
62 Y £ 230 Percentage
Fracton
Scientific
Text
Special
A 8 c [ E F Glcani W1 JA NS %I ELK Cotom
1| Fiscal Year Reporting | District RN Employee | Employee [ State Staff Position § | = o . o 9 isition
2 2022 L 444444 OH244408 LAST, FIRST OH244408
3 2022 | 444444 OH244408 | AST EIRST OH24440!
. . od
1. One last time, right 4  © ..
od ’
. . . e (G Paste Options: 1222
click while the data is & s . U Sp———
R od G Jrrsorscrsoy
still selected and p
“ ” :z £ smart Lookup ;ﬁi
choose “Format Cells” |- B -
44 1444
Delete..
B[ a0 w | 2, In the Format Cells
16 2022 L Clear Contents 222
17 2022 L 3333
& i
8| 20221 B gikcaine 1444 prompt, SeleCt
1] 20221 Fitgr > 1444 “ ”
0| 2021 1222 b h h
S
oz Number,” then set the
2 2022 L E§ Get Data from Table/Range.. 1111 u H ”n ' (FaYld
23 2022 L a 3333 DECImal places tO 0 ’
24| 20221 444444 OH242808 LAST, FlewHuzsos\ New Comment 1333 EMIS
5| 2021 444444 OH242808 LAST, FIRST OH242808 13 NewNote 14aa h lick llo ”
6| 2021 444444 OH242808 LAST, FIRST OH242808 1444 then clic K *\ 17
2 2022 L 444444 OH446608 LAST, FIRST OH446608] E] Eormat Cells.. 111 AII':“
iance
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AutoSave (@ On

= ©

File Home Insert Page Layout Formulas Data Review
fH B 15 -
Noemal| Page Break Page Custc Zoom %o Swatch
Preview  Layoun Selection Unhide N Windows ~
Sheet View Workboo Freeze Panes
1. Select the top row - » the woriahe
2. From the View tab, select “Freeze Freezs Top Bow
E Keep the top row vistie whie scroling theough
»n au 14 1 rent Of the workiheet,
=< ° __t |Panes” and “Freeze Top Row <
14{Fiscat Year 1 District IRN 1Emp¥ . Freeze First Columa i
2022 L 444444 OH244408 LAST, FIRST OH244408 230 ¢ 20120810 111111 1 100 L B3 Keep the it
3 2022 L 444444 DH244408 LAST, FIRST OH244408 801 C 20130901 444444 1 100 L L * fost
B 2022 L 444444 OH246806 LAST, FIRST OH246806 104 C 20200801 222222 1 100 L 0 0 R
5 2022 L 444444 OH246806 LAST, FIRST OH246806 801 C 20080501 444444 1 100 L 0 0 S
6 2022 L 444444 OH246806 LAST, FIRST OH246806 801 C 20180801 222222 1 100 L 0 0 S
7 2022 L 444444 OH246806 LAST, FIRST OH246806 802 C 20100801 222222 1 100 L 0 0 S
8 2022 L 444444 OH246806 LAST, FIRST OH246806 802 C 20041101 333333 1 100 L 0 0 S
9 2022 L 444444 OH246806 LAST, FIRST OH246806 802 C 20151101 444444 1 100 L 0 0 S
10 2022 L 444444 20060222, LAST, FIRST 20060222, 802 C 20091110 444444 1 100 L 0 0 S
n 2022 L 444444 052044480 1AST, FIRST 0S2044481 230 C 20030821 222222 1 100 L 0 0 R
12 2022 L 444444 OS204448( LAST, FIRST OS2044480 802 C 20050401 444444 1 100 L 0 0 S
13 2022 L 444444 0S2044481 LAST, FIRST 0S2044481 802 C 20040901 444444 1 100 L 0 0 S
14 2022 L 444444 OH248246 LAST, FIRSTOH248246 802 C 20190801 444444 1 100 L 0 0 S
EMIS
'@‘ 18
Alliance
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|
\\ .
- Wrap Text in Top Row
|
‘ Autosave 0 Search -
' File Page Layout Formulas Data Review View Help
& cut alibri n AN =E=Z 9 General . ﬂ @ & &8
@copy ~
Paste . VA . .9 g g0 | Conditional Formatas Cell Insert
v FFormat Painter & A === Lppiieaics $-% 5 %N Formattingv Table v Styles v v
Clipboard El Font Alignment El Number El Styles
| Al - £ || Fiscal Year
f “ ”
| From the Home Tab, select “Wrap Text
|
A B © D E F G H | J K L M N o
Funds Position  Funds Pasition
Reporting District ~ Employee Employee State Staff Position |Position |Position Building Position Source Fund Source Fund
1 |Fiscal Year | Period IRN D Name [} Code Status Start Date RN FTE Percent 1 Source1 Percent2 Source2
2 2022 L 444444 OH244408 LAST, FIRSTOH244408 230 C 20120810 111111 1 100 L o
3 2022 L 444444 OH244408 LAST, FIRSTOH244408 801 C 20130901 444444 1 100 L 0
4 2022 L 444444 OH246806 LAST, FIRSTOH246806 104 C 20200801 222222 1 100 L o
5 2022 L 444444 OH246806 LAST, FIRSTOH246806 801 C 20080501 444444 1 100 L 0
6 2022 L 444444 OH246806 LAST, FIRSTOH246806 801 C 20180801 222222 1 100 L o
7 2022 L 444444 OH246806 LAST, FIRSTOH246806 802 C 20100801 222222 1 100 L 0
8 2022 L 444444 OH246806 LAST, FIRSTOH246806 802 C 20041101 333333 1 100 L ]
9 2022 L 444444 OH246806 LAST, FIRSTOH246806 802 C 20151101 444444 1 100 L 0
10 2022 L 444444 7D060222 LAST, FIRSTZD060222: 802 C 20091110 444444 1 100 L ]
1 2022 L 444444 05204448(LAST, FIRST05204448( 230 C 20030821 222222 1 100 L 0
12 2022 L 444444 05204448(LAST, FIRST 05204448( 802 C 20050401 444444 1 100 L 0
EMIS
"*‘ 19
Alliance

\
\

$taff_Employment_Recerd.

Inset Pagelayout  Formulas  Data  Review  View  Help

I e

g = o Wle=z Autesum v
T Jka . B p = E 2] O
Mycopy - Fil ¥
Paste . o o | Conditional s Coll nsert Deiete Format & | Analyze
B v . ar ater ¥ - I -
« < Format Painter 4 = Elmerge & Come $-% % %3 natting > Table *  Styles > . - - © Caar Data

Clipboard 3 Font E] Alignenent ] Numiber ) Snkes Cels dn

21 Sort Smallest to Largest

&1 Sart Largest to Smatest

[ custom Son.

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

Typ

Fiscal Reporting District Position Position Position  Building Position Source  Fund Source  Fund Source  Fund Position Apy
1 |Year Period RN Employee 1D Employee Name State Staff ID Code  Status  Start Date IRN FTE Percent 1 Source 1 Percent 2 Source 2 Percent 3 Source 3 Type  ent Work Day Days f
2 | 2022 L 444444 OH2444084 LAST, FIRST, MIDDLE OH2444084 230 C 20120810 111111 1 100 L o o R 1 75 184 4
3 |20:22L 444444 OH2444084 LAST, FIRST, MIDDLE OH2444084 801 cC 20130901 444444 1 100 L 0 o 5 1 3 04
4 20221 444444 OH2468064  LAST, FIRST, MIDDLE OH2468064 104 ¢ 20200801 222222 1 100 L 0 0 R 1 75 214 J
5 2022 L 444444 OH2468064 LAST, FIRST, MIDDLE OM2468064 801 C 20080501 444444 1 100 L 0 0 5 1 1 10 4

EMIS
s
Alliance
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. Sort the File

2. From the Data
Tab select Sort

5

Textto .
Columns €6 Data Validation v

B} Remove Duplicates
T8 Advanced

Sort & Filter Data Tools|

| File  Home Insert Pagelayout Formulas Data 4Rew®®%  View Help
E? From Text/CSV [ Recent Sources an A Queries & Connections e

[® From Web [® Existing Connections . @ 8 -

Get Refresh Stocks Comences 5

Data + [ From Table/Range A B

Get & Transform Data Queries & Connections Data Types
A2 v fe 2022
A B C 0 £ F G H

2 L 444444 OH244408 LAST, FIRSTOH244408 230 C

2022 U 444444 OH244408 LAST, FIRST OH244408 230
444444 OH246806 LAST, FIRST OH246806 230/( S

3. In the Sort Prompt, sort by Employee
Name and click OK (in this demonstration
TN eporting Dt N Emplopee Empoyee e i postion cove rostonst | W@ Wil use State Staff ID since names were
removed from the DEMO file)

4444 OH246806 LAST, FIRST OH246806 230
(OH246806 LAST. FIRST OH246806 230

1

2

3

4

: - —— NHEW"M 2 My data has headers
7 . 230/( | Column g Order

:| 1.Select all of the data in = = Ewsmmme 4+ cowe SJawz S

9 230

o/ the spreadsheet by 20

1 230

1 clicking between the A o

14 230

“l" and 1, or use CTRLA 20

16 2022'L 444444 0H228668 LAST, FIRST OH228668 899

17 2022 L 444444 OHA444484 LAST, FIRST OH444484 415 C 20190812 333333 1 100 L 0

18 2022 L 444444 OH422644 LAST, FIRSTOH422644 230 C 20180801 444444 1 100 L 0 EMIS
19 2022 L 444444 OH240464 LAST, FIRSTOH240464 326 C 20020805 444444 1 100 L 0

21

- Conditional Formatting

| AutoSave (@ ot)

© 8 9=

Staff_Employment_Record_(CK)_DEMO.xisx ~ o

e -

[ | File Insert  Pagelayout Formulas Data Review View Help
:‘J L%i“‘ i Ju VAR | =E=E 2 [BWepten General @ @ &8 =2 b= ::‘fs
Past i oo = - = Conditional [Formatas  Cell Insert Delete Format
o < Format Painter TINE-2-4- | E== EZ BMegesconer ~ | § v % 9 Formatting ~ || Table ~  Styles ~ R & Clear |
Clipboard &1
o . .| 2. From the Home tab select ighiight Cetls Rutes > [} graster Than..
. .
Conditional Formatting T topmovommies > B essThan..
A 8 c D £ F G H I J
[ pataBars > [EH petween..
Fiscal Reporting District Position Position Position  BulMing Position Sou Color Scales b L_|EI Equal To... iq
1 |Yea ~|Period |~ IRN | ~|Employee I[ ~| Employee Name ~|Std “uyy: .
2 | 2022 L 444444 DH2444084 . MIDDLE |OH 3. Select nghllght Cell RUIES, onsets >| B gotthut comain..
3 | 20221 444444 OH2444084 . MIDDLE |OH “ . ”
4 | 2022 L 444444 OH2468064 . MIDDLE |OH then Dupllcate Values I -
5 | 20221 444444 OH2468064 . MIDDLE | OHzwozuos oTTC DUBTSUT T EE aoste occurring..
6 | 20221 444444 OH2468064 , MIDDLE | OH2468064 801 C 20180801 222222 1 F Clear Rules
{ 7 | 20021 444444 DH2468064 , MIDDLE | OH2468064 802 C 20100801 222222 1 | B vanage uls. FE] Duplicate Values
. . . k 20041101 333333 1 i :
1. Select a column to highlight duplicates. 20151101 444424 1 1001 0 More Ruls..
! ANABAIAN AAAAAM 4 100 1 o .
We selected State Staff ID, but you should s
“ ”
select “Employee Name .
3
1 Alliance

22
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\

' Conditional Formatting cont’d

O Search
[
| File Home Insert Page Layout Formulas Data Review  View Help
s EE cut catbr Ji A& | ==F - General . B OH
Copy ~ .
Paste =|= 0 .00 Conditional Form:
I U « v | o - = - v 9 «
v <¥ Format Painter - A' - = Merge & Center $ % 3 W Formatting ¥  Tabl
Clipboard E} Font E} tyles
. « ”
E . Click “OK”, then see that any staff
F1 2 i State Staff ID
member with more than one job
record is highlighted
A B c D E F . ~ ; 8 ~ 7 |v|
Fur}é Position
Fiscal Reporting District Position Positi Duplicate Values 2 %
1 |Yea ~|Period ~ IRN |~ Employee Il ~ Employee Name |~ |State Staff | ~ [Code |~ |Status
2 | 2022 L 444444 OH2444084 FIRST, MIDDLE |[OH2444084 230 C | Formatcells that contain:
BNl 20221 444444/ OH24440) LAST, FIRST, MIDDLE |[SE 801/C Diiplicate | v | values with | Light Redffill with Dark Red Text |«
4 12022 L 444444 OH LAST, FIRST, MIDDLE |OH2468064 104 C .
5 2022 L 44444, LAST, FIRST, MIDDLE [0H2468064 801 ¢ Cancel
801 C
\ H “" ” H H
\| Since you used “Employee Name”, highlighted |so: c 20100801 222222 1 1001
\ H H H EMIS
records will appear in Column E instead s
'.q,g 23
\ Alliance
23
T
|
|
[
[
‘s Staff_Employment_Record_(CK)_DEMO.xisx = Search
® 9 0
File  Home Insert Pagelayout Formulas Data Review View Help
EKC“‘ Calibri JuooA R == 2 General . =)
[ Copy ~
Paste = = ¥= 3= 0 .00 Conditiof
~ @mea(Palmer Iy M A N = EMQ@E&CQME" v $ N % 2 (E,Q =l Formattin|
Clipboard ] Font 5 Alignment 5 Number 5
H1 - 5 Position Status
Calbri w11 v AT A § v % 9
B IS o A E-RY
A [ 4 D 3 F G H 1 I K L
& cut
[ copy Funds P
Fiscal Reporting District osition |Posit g Position Source F
1 |Yea ~|Period [~|IRN [~|Employee Il |Employee Name |- State Staff/~|Code |~|Staty (B paste Options:  -|FTE |~|Percent ~|$
2 | 2022 1 434444 AU2004688  LAST, FIRST, MIDDLE AU2004688 230U B e 2 05 100 1
iDDLE AUZH04688 801|C 27 m 1 100 1
1 1 IDDLE B#20111111 212|U Paste Special 1 1 100 L
Right click on column Hthen | ot 2 - i
“« ” IDALE BG20282 = lnse 2 1 100 L.
Select “Insert” to add a column e polc | puse T
(V) T F44334 CL7008476 TAST, FIRST, MIDDLE CL2008426 801|C 4 1 100 L
9 | 2022 L 444444 CU2002668  LAST, FIRST, MIDDLE CU200266% 230|C Clear Contents 1 100 L
\ 10| 2022 L 434444 CU2002668  LAST, FIRST, MIDDLE CU2002668 802(C [ Formatcels. 2 1 100 1
)\ 11| 2022 L 444444 1A2000202  LAST, FIRST, MIDDLE 142000202 203|C 2 1 100 1
i\ 12| 2022 L 444444 1A2000202  LAST, FIRST, MIDDLE |1A2000202 201|c Column Widih.. 1 100 L
\ 132002 L 444444 1A2000202  LAST, FIRST, MIDDLE 1A2000202 s01|c Hide 4 1 100 1 EMIS
\ 14| 2022 L 434444 KU2008244  LAST, FIRST, MIDDLE KU2008244 109(U 4 1 100 1
15| 2002 1 444444 MO2002644 LAST, FIRST, MIDDLE M02002644 _ 230|U Unhice 3 1 wi AR
s 24
\ Alliance
24
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e Home Insert

An equal sign will
appear in Cell H2

441444 BG2028]
444444 (120084
4423444 (120084
433444 CU2002¢
444444 CU2002¢

Page Layout

Formulas

Search far s functon:

Type 8 bref description of what you mant to do and then cick Go

- G 1
2. Place cursor in
g District Pasition Pasition Positian By
Ce" HZ then seIeCt ~/RN_~|Emplayee I - Employee Name =Lode '~ Position Description - | Status ~ | Start Date ~ | IR]
. - 444444 AU20045688 LAST, FIRST, MIDDLE AU2004588 u 20050823 2
h f 444444 AU2004688 LAST, FIRST, MIDDLE AU20045688 801 C 20040823 4
t e unCtIon Icon' 444444 BG20111111 LAST, FIRST, MIDDLE BG20111111 212
444444 BG2022480 LAST, FIRST, MIDDLE BG2022480 504

1. Name the new column
“Position Description”

sigrmant

3. Select VLOOKUP then OK. If
VLOOKUP doesn’t appear in the

1| 20221 488444 |A20007| Orsslects gategory: Mot Recently Used Iist t e it in the search
12| 2022 L 444444 1A20002) Suicta Funcion ’ yp

13 2022 L 444444 1A20002/ . o ”
42021 443444 KU2008] box and h|t Go
15| 2022 L 444244 M02002

16 2022 L 444444 M02002 3 20120501 3

17| 2022 L 444444 0D2002 - c 20130301 4

182022 L 442444 0D2002!  VIOOKUPookup value.table array.col index, mum ramge loakupl c 20080210 4

19 2022 L 444444 OHI0BE,  Looks o a alue m bhe st cohum of  able,and then e 2 vk e same e roma | 1) 20170815 2

= 444808 OHooy,  HR oS oty By debnt the tle mic b e 1 sceniin o . F—r

2 20221 444244 OH2202! c 20030801 4

2| 20221 444444 OH22024 c 20200801 1

220221 443424 OH2204 s o Concal u 20110826 2

"
Alliance

25

' Begin the VLOOKUP

Pagelayout Formulas Data  Review View Help

File  Home Insert

A Cut
3oy ~
Clipbasrd k] Fort Ahgnment Number .
= e 1. Place cursor in the Lookup value
. .
box in the Function Arguments prompt,
A B C D E F G - -
then click in cell G2
Fiscal Reporting District Position Position Pasition
1 |Yea ~|Period [~|IRN |~|Employee Il ~ | Employee Name | ~|State Staff [ | Code ~ 2 ~| Status - | Start Daté -
2022 L 444444 AU2004688 LAST, FIRST, MIDDLE AU2004688 U 20050823
3 (20221 444444 AU2004688 LAST, FIRST, MIDDLE AU2004688 801 C 20040823
4 2022 L 444444 BG20111111 LAST, FIRST, MIDDLE B8G20111111 2 u 19860819
Z igit j:::j: Function Arguments .
TE L 2. Place cursor in the Table array Box
8 20221 444444 Lookup_value G2 4| = = “« er e
o 20 s e . then toggle to the “Position Codes
1020221 234424 Col e s + ”
12022 L 444444 . _ f I d h
. B s Range eciup 1] - as of 10_12_2021.xIsx” Spreadsheet
13 | 2022 L 444444 = 30T
15 2022 L 444444 e g e D414
16 | 2022 L 444444 reference to a range or a range name. 0501
17 2022 L 444444 0301
182022 L 444444 0210 EMIS
192022 L 444444 Formula reult = 0815
20 |2022 L 444444 Leip oo this fundtion Cancel 0810
2112022 1 444444 01

Alliance

26
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\
|
- C lete the VLOOKUP Prompt
O Search -
| File Home Insert Page Layout Formulas Data Review View Help
: o 1. Select Cell A1 and then select
e - 7 all populated cells. This will
Clipbuard ] Font Alignment MNufber populate the Table Array Box
A70 - £
A B C D E F 6 H
70 799|799 - Other Operative Fomcton Arauments T
71 801|801 - Advisor B
72 802 [802 - Coaching VLOOKUR
73 803 [803 - Athletic Trainer Lookup_value [G2 2] = = .
74 899 [899 - Other Table array |12_2021 xlx]Sheet11SAS1:SBSE3 4] = {101,101 - Administrati 3' Type FALSE In the
75 901|901 - Attend| H
p 2 2] -
76 |902 {902 - Custod 2' Enter the number 2 IN | cotecn Fase 4____,_;_“/_ Range Lookup Box
77 |904[904 - Food § -
s sosJoos ] the Col Index Num Box R —— i
y) and clic
79 1906 |906 - Monit . d in E\Eﬂ;ﬂu;t(z\umnDfatab\aandthenvetumsavaluemthesamemwf!nma(ulumnyuu;p
A sscending order.
o sl sonf SINCE YOU Want data S —
or omitted: find an exact match =
= swlio-sies| from the second column
83 999999 - Other
1l o Formula resalt= 230~ Tescher Assignment
0\ 22 Help on this function Cancel
87
\

|
|
(
Sta 0 Search
File Home Insert Page Layout Formulas Data Review  View  Help
& cut Calibri o AN E=E 2 Bwape General " = B
[Bicopy ~ .
Paste = 0 00 Conditiol
A Ve v & v | = v v 9 « .
* < Format painter & e egeacener v 4 2% 9 B 0 Cell H2 contains the
Clipboard El Font El Alignment El Number El . .
H2 - £ | =VLOOKUP(G2,'[Position Codes as of 10_12_2021.xlsx]Sheet1'I$A$1:5B$83,2,FALSE) fl rSt matCh 1 ng va I ue.
A c 0 e F s H . ;| the bottom right corner
Fiscal Reporting District Position Position ition p p
1 |Yea - Period |~ IRN |~ Employee Il Employee Name |~ |State Staff | ~|Code |~ | Position Description ~ Stat Start Date the values down
2 12022 L 444444 AU2004688  LAST, FIRST, MIDDLE AU2004688 230|230 - Teacher Assignment 2005082
32022 L 444444 AU2004688  LAST, FIRST, MIDDLE AU2004688 801|801 - Advisor Assignment C 20040823 444444
4 12022/L 444444 BG20111111 LAST, FIRST, MIDDLE BG20111111 212|212 - Supplemental Service Teac|U 19860819 111111
5 |2022 L 444444 BG2022480 LAST, FIRST, MIDDLE BG2022480 504|504 - Records Managing Assignn|C 20140730 444444
6 (2022 L 444444 BG2028224  LAST, FIRST, MIDDLE BG2028224 230|230 - Teacher Assignment C 20110826 222222
712022 L 444444 CL2008426  LAST, FIRST, MIDDLE CL2008426 230|230 - Teacher Assignment C 20070817 333333
8 12022 L 444444 CL2008426  LAST, FIRST, MIDDLE CL2008426 801|801 - Advisor Assignment C 20100901 444444
9 12022 L 444444 CU2002668  LAST, FIRST, MIDDLE CU2002668 230|230 - Teacher C 20010629 222222
| \ 10 | 2022 L 444444 CU2002668  LAST, FIRST, MIDDLE CU2002668 802 = 20041101 222222
o\ 112022 L 444444 1A2000202  LAST, FIRST, MIDDLE 1A2000202 203 C 19970822 222222
12 | 2022 L 444444 1A2000202 LAST, FIRST, MIDDLE |A2000202 801 C 20040823 444444
132022 L 444444 1A2000202  LAST, FIRST, MIDDLE |1A2000202 801 C 20090301 444444
\ 142022 L 444444 KU2008244  LAST, FIRST, MIDDLE KU2008244 109 u 20140720 444444
\ 15| 2022 L 444444 M02002644 LAST, FIRST, MIDDLE M02002644 230 U 20140414 333333

14
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Staff_ Employment_Record_(CK)_DEMO.xlsx ~ O Search
File Home Insert Page Layout Formulas Data Review  View Help
\ T & cut Calibri Juoo A A | = _E . |25 Wrap Text General . P ” .
|| [ BOow - " % s s coae TO “disconnect” the data in
e ¢ [V = = EMergeacCenter v+ | $ v % 9 B8
| < Format Painter Formattin| .
w Clpboard s Font s Algnment s Nurmbes 5 Column H from the position
H1 - £ | Position Description d d h t I
codes spreadsheet, select
. .
. . . i . e o Ja a3 -% o= | Column H, then right click
B I =& vAvEiv9 R | “ ” . .
and “Copy”, then right click
District Position & H
1 |IRN |~ Employee Il ~ | Employee Name |~|State Staff |~ Code |~ IPosition Description T agaln’ and paSte values
40| 444444 OHA040606  LAST, FIRST, MIDDLE OH4040606 8015801 - Advisor Assignment = . . . “« ”
41| 444444 OH4044200  LAST, FIRST, MIDDLE OH4044200 2304230 - Teacher Assignment = [ (CIlpboard icon Wlth 123 )
42| 444444 OH4044200  LAST, FIRST, MIDDLE OH4044200 8011801 - Advisor Assignment [ fow
43| 444444 OHA044200  LAST, FIRST, MIDDLE OH4044200 8011801 - Advisor Assignment Oba Ls Lo 7 |2 181110
44| 444444 OHA044200  LAST, FIRST, MIDDLE OH4044200 801}801 - Advisor Assignment Paste Special... > 1160912
45| 444444 OHA048444  LAST, FIRST, MIDDLE OH4048444 1083108 - Principal Assignment 1200801
46| 444444 OHA080024  LAST, FIRST, MIDDLE OH4080024 2021202 - Counseling Assignmel Insert Copied Cells )150801
47| 443444 OHA080680  LAST, FIRST, MIDDLE OH4080680 230230 - Teacher Assignment Delete 1180810
48| 443444 OHA080680  LAST, FIRST, MIDDLE OH4080680 8011801 - Advisor Assignment 1190801
\ 49| 444444 OH4080860 LAST, FIRST, MIDDLE OH4080860 212)212 - Supplemental Service Clear Contents )140815
\ 50| 444444 OH4084640 LAST, FIRST, MIDDLE 0H4084640 802}802 - Coaching Assignment Eormat Cele 1200914
51| 444444 OH4086800 LAST, FIRST, MIDDLE OH4086800 505505 - Teaching Aide Assignt - )101018
52| 444444 OH4200000 LAST, FIRST, MIDDLE OH4200000 2304230 - Teacher Assignment Column Width... )140815 EMIS
|| [53| 444444 OH4202028 LAST, FIRST, MIDDLE QH4202028 230230 - Teacher Assignment Hide 1140710
| 54| 444444 OR4204464  LAST, FIRST, MIDDLE OH4204464 2304230 - Teacher Assignment 1210914 .N- 29
\ 55| 444444 OH4206280 LAST, FIRST, MIDDLE OH4206280 2304230 - Teacher Assi Unhice 1180810 A"'_h '
lance

29

Repeat the VLOOKUP

* Add a column next to the “Assignment Area” column
|+ Add a title “Assignment Description”
* Place cursor in cell AA2

* Click on the Insert Function link (fx) and select VLOOKUP
* Lookup value — click in cell Z2
* Table array is data in Assignment Areas as of 10_12 2021.xlIsx
| * Col Index Number is 2
* Range Lookup is FALSE

|\ *Copy values down, then copy and paste values

EMIS

\ ~)
\ WIS 0

Alliance

30
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|

Justify Columns

AutoSave @ # 9= Staff_Employment_Record_(CK)_DEMO.dsx ~
. H File Home Insert Page Layout Formulas Data Review View Help
| Click on the triangle e '
\ < X Cut - a v | = = s ™ - "
Calibei 1 VA A === v 22 Wrap Text General
between ColumnAand || ‘Up.., . -
o) SR BIU-H-&-vA E=EE EE EMege&Center v | $ v % 9 KR N
Row 1 to select the ot beste
R Clipboard Fort Alignment t Number
entire spreadsheet , = e
Al g Fiscal Year
| \
! P4 A B 4 C D : F G H I J K
|| Place cursor between any /

Figdal Reporting District Position Position Position Building Position
tWO COIumn headers and ear Period IRN Employee ID Employee Name State Staff ID Code Status  Start Date IRN FTE
double click x| 1'1 $ %A Jl2022L 444444 O0H2444084 LAST, FIRST, MIDDLE OH2444084 230 C 20120810 111111 1

= & 2022 L 444444 OH2444084 LAST, FIRST, MIDDLE OH2444084 801 C 20130901 444444 1
N 2022 L 444444 OH2468064 LAST, FIRST, MIDDLE OH2468064 104 C 20200801 222222 1

B u‘) C 2022 L 444444 OH2468064 LAST, FIRST, MIDDLE OH2468064 801 C 20080501 444444 1
2022 L 444444 OH2468064 LAST, FIRST, MIDDLE OH2468064 801 C 20180801 222222 1

2022 L 444444 OH2468064 LAST, FIRST, MIDDLE OH2468064 802 C 20100801 222222 1

To 12022 L 444444 OH2468064 LAST, FIRST, MIDDLE OH2468064 802 C 20041101 333333 1

EMIS

Alliance

31

Quick Check

When seeking feedback from
others in your district, it is
best to format the data to be
more user-friendly. Simple
Excel functions like VLOOKUP
can additional definitions to
columns of data that may be
difficult to translate.

* Are you able to prepare the file with
sorting and conditional formatting?

» Were you able to successfully complete
VLOOKUPs on the file?

* Did you save the position code and
assignment area code files for the next
time you will prepare the CK file for
review?

EMIS

TS® -

Alliance

32

16



11/1/2021

Reviewing the Prepared Cl and CK

33

Prepare the Staff Demographic (Cl) File

* Prepare your Staff Demographic (Cl) file

* Next, we will discuss ways to dig deeper into staff data

A C D E F G H 1 J K L N o [ Q R S T
Early Authorize
Childhood d Total Principal
Education Teaching Experienc Experienc
Fiscal Reporting District Prefix Middle Suffix Date of Racial/Eth Education Semester Qualificati Experienc e Yearsin e Yearsin Record Is
1 |Yea~ Period |~|IRN |~ Employee |~ Nan~ | First Nam¢~ Nam(~ | Last Nam(~ Nan - State Staff ~ Birth ~|nic Grou ~ | Gend ~ | Level |~ Hours ~ on ~|e Years | ~| Educati¢ ~ | Educati¢~ | Valid |~
2 12022 L 444444 0H2444084 FIRST NAME LAST NAME 0H2444084 19790410 W F 2 150 * 17 17 0 Yes
3 |2022 L 444444 OH2468064 FIRST NAME LAST NAME 0H2463064 19810916 W M 3 221 * 16 16 1 Yes
4 12022 L 444444 7D0602222 FIRST NAME LAST NAME ZD0602222 19700815 W M o 0* 0 o 0 Yes
5 2022 L 444444 052044480 FIRST NAME LAST NAME 052044480 19590412 W F 3 211 ™ 20 20 0 Yes
6 2022 L 444444 OH2482464 FIRST NAME LAST NAME 0OH2482464 19781124 W M 2 136 * 0 o 0 Yes
7 12022 L 444444 700602266 FIRST NAME LAST NAME ZD0602266 19640914 W F o o* 0 o 0 Yes
8 2022 L 444444 OH2286688 FIRST NAME LAST NAME 0H2286688 19781227 W M o 0* 0 o 0 Yes
9 2022 L 444444 QH4444842 FIRST NAME LAST NAME 0H4444842 19770615 N F o 0* 0 o 0 Yes
10 | 2022 L 444444 QH4226444 FIRST NAME LAST NAME 0H4226444 19930221 B F 0 0* 0 o 0 Yes
112022 L 444444 OH2404648 FIRST NAME LAST NAME 0OH2404648 19770112 W M 0 0* 0 0 0 Yes
Refer to EMIS Manual section 3.3 Staff Demographic
Record (Cl) and other related sections Emis
‘ T
\ Alliance

34
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. Staff Demographic (Cl) Records

Analyze the data -
* One per staff member
* All data should be correct, current, and complete
* Pay close attention to the accuracy of -
* Education Level
Early Childhood Education Qualification
* Authorized Teaching Experience Years
* Total Experience Years in Education
* Principal Experience Years in Education

| * All records and elements should be verified
* Share this data with data owners in your LEA

* Remove Employee IDs if they contain Social Security Numbers before sending
this to anyone for review (can leave column and header just remove values)

EMIS
\ . ..
35
Prepared Staff Employment (CK) File
These screenshots are from the prepared Staff Employment (CK) file

Fiscal Reporting District Position Position Position Building Position Source Fund Source Fund Source Fund
1 |Yea ~|Period |~|IRN |~|Employee I[~|Employee Name |~ | State Staff || ~| Code |~|Position Description ~ | Status - | Start Date - | IRN |~ FTE |~ Percent - |Source ~ | Percent - Source ~ | Percent | Source ~
2 | 2022 L 444444 AU2004688 LAST, FIRST, MIDDLE AU2004688 230 230 - Teacher Assignment u 20050823 222222 0.5 100 L 0 0
32022 L 444444 AU2004688 LAST, FIRST, MIDDLE AU2004688 801 801 - Advisor Assignment C 20040822 444444 1 100 L 0 0
4 2022 L 444444 BG20111111 LAST, FIRST, MIDDLE BG20111111 212 212 - al Service Teaching il u 19860819 111111 1 100 L 0 0
5 2022 L 444444 BG2022480 LAST, FIRST, MIDDLE BG2022480 504 504 - Records Managing Assignment C 20140730 444444 0.5 100 L 0 0
6 2022 L 444444 BG2028224  LAST, FIRST, MIDDLE BG2028224 230 230 - Teacher Assignment C 20110826 222222 1 100 L 0 0
7 2022 L 444444 CL2008426  LAST, FIRST, MIDDLE CL2008426 230 230 - Teacher C 20070817 333333 1 100 L 0 0
S T U v w X Y z AA AB AC AD AE AF AG AH Al
Grade Grade
Type of Scheduled Pay Position Local  Level Level Qualified  Position Special
| Position Appointm Length of Work Amount/ Extended Assignme Assignment Area Separatio Contract Assigned Assigned Paraprofe Separation Education Reeord Is
| Type [~|ent ~|Work D[~ |Days [~|Pay Tyj~|Rate [~]Service[~|nt Area|~| Description ~|nReasd~|Code [~|Low [+|High [~]ssional [~]Date ~|FTE [~]valid [+
T 1 3.75 OH 43.81 0 999370 999370 - General Education 1 1% ** 7/2/2015 0 Yes
S 1 1 0A 3652 0 0 No Assingment Area * 3 0 Yes
R 1 7.5 184 A 82581 0 999414 999414 - Special Education K 1 1 KG 5/31/2020 1 Yes
R 2 4 260 H 29.23 0 0 No i Area * 1 0 Yes
{ . | Education [* 1 9 12 * 0 Yes
Refer to EMIS Manual section 3.4 Staff Employment |ccio - :
Record (CK) and other related sections EMIS
.'q‘e'* i 36
\ Alliance

36
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Review the Staff Employment (CK) Records

Analyze the data —
* At least one per staff member
* All data should be correct, current, and complete
* Pay close attention to
* Position Codes and Assignment Areas
* Position FTEs and Special Education FTEs
* Pay Rate/Amount (Salaries)
» Staff with multiple job records

* Are Building IRNs, Position FTEs, and Salaries reported correctly?
* Watch for duplicate records

EMIS

\ i
37
Review the Staff Employment (CK) Records, cont’d
* Filter and highlight records with separation dates
* Are these records for current, reportable separations?
* Are there staff who separated that are not being reported
appropriately?
* All records and elements should be verified
* Share this data with data owners in your LEA
* Remove Employee IDs if they contain Social Security Numbers before
sending this to anyone for review (can leave column and header just
remove values)
\ -F— 38
38

11/1/2021
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Quick Check * Have you prepared your files for
Staff EMIS data must be sharing and removed SSNs as
reviewed for accuracy and applicable?

completeness. Staff EMIS data . . . .
is used for Local Report Card Have you included instructions to help

data and for teacher understand the data in the report?

certification purposes. It is * Have you identified the data owners in

iﬂfhoégatgt;@rﬁ:tham?ndfﬁz your school that can verify and update

LEA. the data as needed?
39
Create a PivotTable
: T,
40
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i

Super Simple PivotTable for CK Records

* Open the Prepared Staff Employment (CK) File

* We are going to create a PivotTable that contains
* Position Code Descriptions
* Separated by Building and District IRNs
* Summed by Position FTE
* Filter on Position Status

EMIS

|
T

Alliance

41

AutoSave

File Home

Insert

Page Layout

select PivotTable

Select all data, then
from the Insert Tab,

QT

Formulas  Data Review View Help

@

Illustrations Add-ins

fe Fiscal Year

Prepared Staff_ Employment_Record_(CK)_DEMOulsc ~

ict Position
1 [Yea ~ | Period [|IRN [+|Employee Il ~|Employee Name [~ |State Staff I[~| Code [~ | Position Description Lea\le the Create
2420221 444444 AU200468 ., .. o0 oitanle 7 x pment .
T — v | PivotTable prompt as
502022 L 444444 BG202248 ©® selectatable orrange :ging As| defaulted and click llo K”
6 12022 L 444444 BG20: *Staff_E t Record_(CK)_DE"ISA:SAI 4 | hment
752022 L 444444 1200842 hment
8 §2022 L 444444 (1200842 fment /
9 j2022L 444444 CU200266|
10 §2022 L 444444 CU200266 . ta Model g
1Mp2022 L 444444 1A2000203 Choose e you want the PivotTable report to be placed , i
| 1220221 448444 1A2000202 G\ ot i
\ 1312022 L 444444 1A200020] o
14§2022 L 444444 KU200824) . it Assignment
15§2022 L 444444 M020026 - ment
1612022 L 444444 MO20026] Choose whether you want to analyze multiple tables Iment EMIS
\ 17 12022 L 444444 0D200246 []4dd this data to the Data Model / gnment -
\ 1842022 L 444444 0D200248 T Cance gnment .‘-.,?-- 42
Alliance

42
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| Choose PivotTable

Fields

i 2 Search
[ Fie Home et Pagelsyout Formulas Data Review View Help  Pwotlable Anabze  Desig Share 0 Commen
- T AutoSum A
| Caltn A= 25 wrap Toxt - | E=E I b
| BIy-@B-&-A- = Merge & Cente $-% 9 %A et Dot P O e s
817 AR
A 5 < o € ' s '
1 |Position Status (i) - PivotTable Fields -

2

= »
[ Position Status
=

cription

s between areas below:

ts

20 [a14
21 (501
22 (502

ry Aide Assignment
ookkeeping Assignment
Clerical Assignment

Records Managing Assignment
Teaching Alde Assignment

hanic Assignment
man Assignment

1.

2.
3.
4.

In the PivotTable Fields box move

Position Status in the Filters Box
Position Description to the Rows Box
Building IRN to the Columns Box

3 |Sum of Position FTE Column Labels v}_

- |Blemantary Middla Toral
5 [104- Assistant Principal Assignment 2 2
6 (108 Principal Assignment 2 3 1 &
7 [109 - Superintendent Assignment 3 3
8 [110 - Supervisor/Manoger Assignment 2 2
9 [112 Treasurer Assignment 2 2
10 113 _Coordinator Assignment 1 033 133
11 [114- Ed Specialist Asslgnment 1 i
12 [202 - Counseling Assignment 1 1 z 4
13 [203 - Librarian/Media Assignment 2 1 3
14 | 204 - Remedial Specialist Assignment 403 1 5.03
15 [212 - Supplemental Service Teaching Assignment (Serves Students with Disability Conditions Only) 5 2 a 1
16 [230 _Teacher Assignment 31| 3602 22,07 59.09
17 [299 - Other Professional - Educational Assignment 1 1|
18 320 _ Registered Nursing Assignment
19 [402 - Computer Operating Assignment

Columns
- | | Butding mN

Defer Layout Update.

Rest,  JE Y H B om o o|o- s s
Position FTE to the Values Box (be sure it s
“« ” =\
says “Sum of”) e .
Alliance
T
\ .
 CK Record PivotTable
| AutoSave (@ PO Search
|
i File Home Insert Page Layout Formulas Data Review Help PivotTable Analyze Design
[\li] & Calibri SAA = 2D, Wrap Text General v
[0
Pavﬂe LAY == 5] Merge & Center v $v% 9 RN FE
Borders Alignment T Number T
H H [} Bottom Border
Select the data in the PivotTable, 1=
) 1 Top Border
| then from the Home Tab select the .
+i Left Border
H “ ” =
Borders icon and the “All Borders” | — . : c | ol el e s
7 Right Border
| 2 A
| J :ii No Border Column Labels| +
4 111111| 222222| 333333 | 444444|(blank) |Grand Total
J 5 H All Borders 2 2
& |108 - Principal Assignment L Z 3| 1 5
J 7 | 103 - Superintendent Assignment Outside Borders 2 2
& |110 - Supervisor/Manager 2 2
9 | 112 - Treasurer Assignment [ Thick Outside Borders 2 2
10 |113 - Coordinator Assignment . 1 033 1.33]
\ 11 | 124 - Education Administrative Specialist Assignm = Bottom Double Border 1 1
12 [202 - Counseling 1] 1] 2 4
\ 12 | 208 - Librarian/Media Assignment = Thick Bottom Border 2 1 B
\ \\ EMIS
'ﬁ‘ 44
Alliance

44
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Position Status Filter

1. From the dropdown

1 |Position Status

3 |Sum of Pasition FTE

4 [Row Labels

5 [104- Assistant Principal Assignment

6 [108 - Principal Assignment

7 [108 - Superintendent Assignment

8 [110- Supervisor/Manager Assignment

9 [112 - Treasurer Assignment

10 [113 - Coordinator Assignment

1 [114- Education Administrative Specialist Assignment
12 [202 - Counseling Assignment

|| | 13 [203- Librarian/Media Assignment

| | 14 [202- Remedial Specizlist Assignment

| | 15 [212 - supplemental Service Teaching Assignment (Serve:
‘ 16 [230 - Teacher Assignment

17 |299 - Other Professional - Educational Assignment

Select Multiple ltems
18 [320 - Registered Nursing Assignment
' 13 [202 - Computer Operating Assignment
20 [412- Library Aide Assignment
21 [501 - Bookkeeping Assignment

Cancel

A B C
[tam =

0

select appropriate Position

/

Statuses to include (check

iddle |High SchoojDistrict | Grand Total .
T2 | “Select Multiple Items” to

) : 2 | make individual selections),
/ .

s | then click “OK”

1 2 4

1 3

1| Position Status Element Options

17— C - Current position in the district

A - Contracted personnel - Agency

| |22 [502- Clerical Assignment

5y 23 [504 - Records Managing Assignment

| - Contracted personnel - Individual

24 [505 - Teaching Aide Assignment

ﬁ\" | In most instances it would be best to

P - Leave of absence

U - No longer employed by district

" | not include “P” and “U” in the filter

31 [802 - Coaching Assignment

=1 in this position

18|

32 |899 - Other Extra/Intra - Curricular Activites Assignment

T T

33 |902 - Custodian Assignment

4]

1 16

34 |904 - Food Service Assignment

475

7 4
175 5.25 1175

EMIS

35 |905 - Guard/Watchman Assignment

1 1

&

36 (506 - Monitoring Assignment

25 04 29

\| 37 | Grand Total

68.78

96.27| 57.65| 2089 431.6

TS

Alliance

45

Position Status

CK Record PivotTable

B C D E F
{Multiple Items) T

Sum of Position FTE

Column Labels -

Row Labels

Drill down to

Elementary Middle |High School |District |Grand Total

1

staff level data

108 - Principal Assignment

1 3 1

109 - Superintendent Assignment

1
2
3
4
B 104 - Assistant Principal Assignment
E
7
8

112 - Treasurer Assignment

by clicking

9 [113 - Coordinator Assignment

10 |114 - Education Administrative Specialist Assignment

11 |202 - Counseling Assignment

specific values

12 |203 - Librarian/Media Assignment

| |13 |204 - Remedial Specialist Assignment

| | 14 |212 - Supplemental Service Teaching Assignment (Serves Students with Disability Conditions Only)

N
3 S V0 N N T e P I

i e
"

| 15 |230 - Teacher Assignment

16 | 299 - Other Professional - Educational Assignment

17 |320 - Registered Nursing Assignment

18 |402 - Computer Operating Assignment

f 19 |414 - Library Aide Assignment

_‘ i ‘ 20 |501 - Bookkeeping Assignment

| “ 21 |502 - Clerical Assignment

22 |504 - Records Managing Assignment

23 [505 - Teaching Aide Assignment

24 |03 - General Maintenance Assignment
25 | 605 - Mechanic Assignment

{ ZBIE]]-FurEmanAssignment

| 27 |702 - Dispatching Assignment

28 | 704 - Vehicle Operating [Bus) Assignment

Use this PivotTable
as a high-level view
of current staff by
Position Code and

23 |B01 - Advisor Assignment

Position FTE by building 2 -

30 [802 - Coaching Assignment

31 |899 - Other Extra/Intra - Curricular Activites Assignment

32 |902 - Custodian Assignment

EMIS

33 |904 - Food Service Assignment

475 15 5.25 115

|34 | Grand Total

5075] 7252 5332] 187.5] TN

Alliance

46

23



11/1/2021

Quick Check

PivotTables are an effective tool
to summarize and use in the
data review process. Data can
easily be drilled down to staff
level data. Administrators often
appreciate high level summary
data such as the PivotTable we
just created.

* Did you successfully create a simple
PivotTable?

* Are you able to drill down to staff level
data?

* Who in your district might like to see a
summary of staff data?

EMIS

W 47
Alliance
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Accessing Recorded
Excel Sessions

EMIS

W 48
Alliance
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- EMIS Alliance Public Space

cC o @ community.mcoecn.org/display/EM/EMIS+Alliance+Public+Space
|

This website contains ODE ITC

Conference Call notes, EMIS Alliance
Instructional Videos, and a calendar
of upcoming EMIS Alliance Trainings

% Management Council Community ~Spaces ¥ Forums

Emis

Pages
WIS Public EMIS Alliance
Allance

EMIS Alliance Public Space

PAGE TREE fled 05, 2020
= FY22 ODE EMIS Conference Calls - .
Welcome to the EMIS Alliance Community
= FY21 ODE EMIS Conference Calls
EMIS Alliance is a project collabortion between the Ohio Department of Education, the Management Council, and the Information Technology
* ODE EMIS Conference Calls Centers.

= EMIS Alliance Local Training Events

The project goal is to improve the capacity to provide quality data by implementing a shared training program available to all Ohio districts and
("> FY21 EMIS Alliance Instructional Vid schocls.

> FY20 EMIS Alliance Instructional Vid.
> FY19 EMIS Alliance Instructional Vid:

\>_FY18 EMIS Alliance Instructional Vid Search this documentation

Featured Pages
B FY19 EMIS Alliance Instructional Video Resources
a B FY21 ODE EMIS Conference Calls
B FY22 ODE EMIS Conference Calls
B ODE EMIS Conference Calls

FY21 Excel Video

* Enrollment Headcount Summary Report
* Best Practices

* Enrollment Headcount Detail Report
* PivotTable Ideas

* FTE Detail Report
* PivotTable Example

50
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FY20 Excel Video

* 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

51

FY19 Excel Video

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

* Create a Dropdown List in Excel

* FTE Detail Report Subtotaling

52
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FY18 Excel Video

* 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

53

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

54
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Resources

* EMIS Manual
 Access previous EMIS Alliance sessions

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

+Space

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

* Google it
| .
'+ Microsoft Excel Classes
g
' * Your ITC
‘ EMIS
‘ W™ 55
\ Alliance
55
Questions?
If you would like a certificate of attendance for this
training, you must complete the below feedback form
within 5 business days of this training
( https://tinyurl.com/EA-District-Feedback
g
\ EMIS
\ ."'Q--.,‘~ N o
\ Alliance
56
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