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 thes:
materials in training provided to your districts. That said, there are restrictions on
use of the EMIS Alliance materials as folldWaterials developed as part of the
EMIS Alliance program must be provideceho costo your training participants. If
you utilize the EMIS Alliance training materiala whole or in part you mustot
charge participants a fee to attend the class where the materials are Ligeavise,
you maynot 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 Allilance materials, or requests for
exception to the restrictions noted above, should be directed to Melissa Hennon
[Melissa.Hennon@education.ohio.gov
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mailto:Melissa.Hennon@educatioin.ohio.gov

- Overview

ABasic, 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

- AThis session will demonstrate Excel functions and practical
. applications that can be helpful in all phases of the EMIS
| data review process



Outline

AEnroliment Headcount Summary Report
ABest Practices

' AEnrollment Headcount Detail Report
- APivotTable Ideas

? AFTE Detail Report
APivotTable Example




Enrollment Headcount
Summary Report
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Preview/Submission/Review Files

ADepending on the collection status and location within the data
collector, the files are called
APreview files
A Submission files
'5 AReview files
" AFiles contain data from your LEA only
AFor open collections, the data in the report will be as current as the
source data used, and the date it was collected and prepared

AFor closed collections, the data will represent the last time the data wa
prepared



‘
|

' Files Containing Data from your SIS

Submission 11
valid Invalid Total

File

Counts of DN Records Excluded.csv

Enroliment Headcount Detail Report (Current Students)|

Each type of collection

Enrollment Headcount Detail Report (Future Students).q

Enrollment Headcount Detail Report (Prior Students).cs]

Enrollment Headcount Summary Report (Current Stude

has a unique set of

Excluded Records.csv

Missing_Report - Organization Attribute (DN).csv

Missing_Report

- Student.csv

Organization General Information Record (DN).csv

Student

Attributes Effective Date Record (FD).csv

Student

Attributes No Date Record (FN).csv

Student

Demoagraphic Record (GI).csv

Student

Program_Record (GQ).csv

Student

Race Detail Record (GJ).csv

Student

Special Education Graduation Requirement

preview files, this is from
a student collection not
SCR

Record (FE).csv 1

Student

Student

Special Education Record (GE).csv
Standing_Record (FS).csv

Student

Summer Withdrawal Record (FL).csv

Student

Withdrawal Override Record (FC).csv

Total counts: 4670

NIO IO |I0 I |IO|0 |0 |0 ICIOIN

3
891
0
37
120
64
0
1
S
1032
928
928
644
33

152
949

5788

Reviewing these
files can aid In
verifying your SIS
data for accuracy
and completeness

|
wSYSYo SNE
not an error for
everything that is
Incorrect or

Incomplete!
I 150

l 949

l 0

l 0 EMIS
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Enrollment Headcount Summary
(Current Students)

File Valid Invalid Total Start by Openlng the
Counts of DN Records Excl.uded.csv 31 Enrollment Headcou n‘l

Enroliment Headcount Detail Report (Current Students).csv

) C i J ) 0
Enroliment Headcount Detail Report (Future Students).csv Summary Report

Enrollment Headcount Detail Report (Prior Students).csv 37
[Enrollment Headcount Summary Report (Current Students).csv 120 | ]
Excluded Records.csv 64 l
Missing_Report - Organization Attribute (DN).csv 0 1
Missing_Report - Student.csv 1 |
Organization General Information Record (DN).csv 3 2 5 l 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 l 33
Student Special Education Graduation Requirement Record (FE).csv 1 0 1 l 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 l 0
Student Withdrawal Override Record (FC).csv 0 0 0 l 0
= Total counts: 4670 2 5788 EMIS

——
—

"
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Prepare the Report

AOpenEnroliment_Headcount_ Summary Repd@urrent_Students
AWrap text header row
AFreeze top row
AExpand all columns

‘ AApply filters

| ABetter yet, run your macro!

'| ATo learn how to record a macro, prior year EMIS Alliance Excel se:
| can be found here

Ahttps://community.mcoecn.org/display/EM/EMIS+Alliance+Public+Space
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Enroliment Headcount Summary Report
(Current Students)

APrepareccR2 Y QU K OS (2 a-dedaerdatss 2
FYR LINBLI NBE G2 3ISG G§KS dzLIRI 1
' ACaptures current students by both headcount and by percent
- oftime
" AFiltering can be done to narrow the summary data down into
building and grade level data



|
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Summary Data

/

Headcount and Total

00 N O U B W N -

|IRN| ¥ | Org Nan ~
140404 LEA Name
_40404 LEA Name

40404 LEA Name
30303 LEA Name

1 30303 LEA Name
1 20202 LEA Name
1 20202 LEA Name B

20202 I1EA Nlamo

C D E
District Student
Relation Groupin
Student Grouping v |shipg | ¥ |Value v
District Enroliment Headcount 1--
District Enrollment Headcount
District Enrollment Headcoun

District Relatlonshlpc

1- Educating

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

7
18
19
20
21
22
23
24

FUaU4 LEA INaIme
40404 LEA Name

,40404 LEA Name

40404 LEA Name

:40404 LEA Name

40404 LEA Name
40404 LEA Name
40404 LEA Name

DIsUTcE By rade 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

W 00 N O 0 b W N =

P b e e e e e e R b e WON W WN
0 10 (REE e R Nk B3
B 1'% 8 a8 ik BB R

el il

N = O

[y
Py
(0]

1PS
2 PS

i G 4| of Percent of Time

Total % )Studen

of Time /]Enrolled As

eadcount v 100 v Jof Date  ~

831 804.26 12/18/2019

1 0 12/18/2019

119 2.76 12/18/2019

369 356.76 12/18/2019

72 1.76 12/18/2019

462 447.5 12/18/2019

1 0 12/18/2019

12/12/920149

Students Enrolled As of Date
This file i1s from the close of FY20
Beginning of the Year Student

23 2Z.04 172718720137

81 78.96 12/18/2019

78 74.87 12/18/2019

45 43.79 12/18/2019

42 38.54 12/18/2019

41 41 12/18/2019 EMIS

66 51.5 12/18/2019

1 0 12/18/2019 "'"T‘?"s;"" 11
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~ Filter on District Relationship 1

! 3
l C D
| District
l Relation A B c £ F G H
| Student Groupin shi Tje District | Student Total % Students
l PINg Pl
:‘ &1 Sort Smallest to Largest Relation Grouping of Time / Enrolled As
Z| Sort Largest to Smallest 1 |IRM = | Org Nan - St.ut!l.!nt Groupin Value |~ |Headcount| | 100 * |of Date |-
ot b Col , 2 | 40404 LEA Mame District E ment Headeount 1 - 831 BO4.26 12/18/2019
L] W L OIoT
e 5 | 30303 LEA Mameg ng Enroliment Headcownt 1|== 369, 356.76 12/18/2019
7| 20202 LEA Building Enroliment Headcoundt 1 - 462 447.5 12pelnaa
NZ Clear Filter From "District Relation...” 10 | 404 Mame District: By Grade Level 1 1 43| 43 12 See head Cou ntS and
04 LEA Mame District: By Grade Level 1 2 63 12
Number Eilters L~" 12 | 40404 LEA Name District: By Grade Level 1 3 64 cou ntS b erce nt Of
— fo 13 | 40404 LEA Mame District: By Grade Level 1 4 55 y p
) 2aren d . . : [l - -
B scoam 1440404 LEA Name District: By Grade Level 1 5 68 t|me, by di St“Ct,
71 15 | 40404 LEA Name District: By Grade Level 1 6 61
2 14 LEA Name District: By Grade Level 1 7 1| a6 12 bu||d|ng and grade
[13 Flltel‘ on DiStriCt LEA Mame District: By Grade Level 1 8 53 52.64 12y !
LEA Name District: By Grade Level 1 3 g1] 7396 12 |eve| fo r stu d ents yo ur
Re I at| O n S h | 1 LEA Mame District: By Grade Level 1 10 78 74.87 12 . .
p LEA Mame District: By Grade Level 1 11 45 43.79 12 LEA |S ed ucatl ng
21 40204 LEA Mame District: By Grade Level 1 12 42 38.54 12
22 | 40404 LEA Mame District: By Grade Level 1 KG 41 41 12/18/2019
e 23 | 40404 LEA Name District: By Grade Level 1 PS 66 515 12/18/2019
40 | 30303 LEA Name Building: By Grade Level 1 7 70 67.96 12/18/201%
41 | 30303 LEA Mame Building: By Grade Level 1 53 5364 12/18/2019
42 | 30303 LEA Name Building: By Grade Level 1 9 g1 73.96 12/18/2019
F ' 43 | 30303 LEA Name Building: By Grade Level 1 10 7B 74.87 12/18/2019 EMIS
44 | 30303 LEA Mame Building: By Grade Level 1 11 45 4379 12/18/3019 g N
\ 45 | 30303 LEA Mame Building: By Grade Level 1 12 42 38.54 12/18/2019 "h. 12
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Additional Summary Data

1 |IRN ~ | Org Nan ~ |Student Grouping -  ship
86 | 30303 LEA Name Building: By Received Reason
87 | 20202 LEA Name Building: By Received Reason
‘ 88 20202 LEA Name Building: By Received Reason
‘ 89 20202 LEA Name Building: By Received Reason
90 | 20202 LEA Name Building: By Received Reason
81 20202 LEA Name Building: By Received Reason
92 | 20202 LEA Name Building: By Received Reason
§3 | 20202 LEA Name Building: By Received Reason
84 20202 LEA Name Building: By Received Reason
95 40404 LEA Name District: By Sent Reason 1

96 | 40404 LEA Name District: By Sent Reason 1

97 40404 LEA Mame District: By 5ent Reason 1

938 | 40404 LEA Name District: By Sent Reason 1

9% | 40404 LEA Mame District: By Sent Reason 1

100| 40404 LEA Mame District: By Sent Reason 1

A E C D
District Student
Relation Grouping
- |Value |~ |Headcount|~ | 100 ~ | of Date |~

3
1*
1
1B
1cC
1D
1E
211
3*
1/ES
1FC
11V
1 NA
1/P5
2 NA

|tis important to note that a student

will be counted in the Received Reasof}

Section and the Sent to 1 Section

Al
Cl

e

9

9

&
351
o0
2

e S e hem

718

3 H
Total % Students
of Time / Enrolled A4

1.76 12/18/2019
341.5 12/18/2019
89.5 12/18/2019

2 12/18/2019

After clearing filters,
scroll down the report
and see summary data
by building and district
by Received Reason ar
Sent Reason 1

2 12/18/201
2 12/18/2019
10.5 12/18/2019

71

report

This summary information can b
helpful, however if this data is in
( question, it would be necessary
| to refer the detall version of this

e

0 12/18/2019
0 12/18/2019

0 12/18/2019
0 12/18/2019

EMIS

13
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Adding Borders

Select all data by placing

cursor in cell Al, hold
down Shift and Ctrl
keys and then hit right
arrow then down arrow

AutoSave @ z} -

\

friendly

This can be excellent, ufp-date

data to send to others in your district

Alliance

File ‘Im Insert Page Layout
= Xon A Data as of Source Data/Prepare da
Calibri .
e Bcon - . . .. m A May need to translate EMIS coding
~ = Format Painter . .
. | using the Student Standing (FS)
Al . section of the EMIS Manual
A B o F G H
i Left Border
B 4| Right Border Total % [Students
.... s dcou |of Time / |Enrolled As
1 |IRN ~ |org Marl = |Studefit Grouping - Die Border [+|w00 [~|ofDate [~
95 | 40404[LEA Name |Disifict: By Sent Rea,, HH allBorders 4 2| 12/18/2019
96 | 40404 |LEA Name |Diftrict: By Sent€a Outeide Bordere 1 1| 12/18/2019
o7 | 40404|LEA Name [fistrict: By 5€ht Rea HESIEE BaraerE 78 68.12| 12/18/2019
o8 | 40404|LEA Name/| DistrigizBy Sent Rea Thick Outside Borders 718| 703.86| 12/18/2019
59 | 40404|LEA Narge |Qisffict: By Sent Rea - Bottom Double Border 30 29.28| 12/18/2019
100| 40404 |LEA N# District: By SentRea 1 0|12/18/2019
ht Bea = Thick Bottormn Border 1 1| 12/18/2019
From the Home tab, NtRea T Top and Bottorn Border 1 o] 12/18/2019
htRea __ _ 10 0|12/18/2019
add bOrderS to make htRea — 0P and Thick Bottom Border 7 o| 12/18/2019
nt Rea ; Top and Double Bottom Border 1 0| 12/18/2019
the report more user s

14
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Quick Check AAre you processing updated SIS data in
The Enrollment Headcount the Data Collector on a regular basis?

Summary Report can provide  Aare you able to format and filter the

up-to-date enroliment
numbers quickly. Enrollment Enroliment Headcount Summary

numbers are available as Report?

headcounts and percent of AWho in your district might benefit from

time. Data is also broken out : : . 5
by Received Reason and Sent seeing this data on a regular basis”

to 1 Reason.

EMIS
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Enroliment Headcount
Detall Report

Alliance



Enrollment Headcount Detail (Current Student:

AProvides a quick and comprehensive set of data
AContains elements from multiple record types
Al 2yiaFAya 2yté RFEOGF FTNRY @2dzNJ [ 9! Qa
A Contains data as of a specific date (date of the data/prepare)
A.aSR 2y SYNRffYSYyd a 2F GU2RI
‘l year ends could give skewed results

. AAvailable in closed collections such as Beglnnlng of Year and Midyear
aaylLlakKz2Gga¢g 2F RIFOGI 0-Dbec&er/End ofil K-
April)

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




Submission 11
valid Invalid Total

Counts of DN Records Excluded.csv 3
.\ Enrollment Headcount Detail Report (Current Students).csv 891
., | Enrollment Headcount Detail Report (Future Students).csv
| Enrollment Headcount Detail Report (Prior Students).csv Open the EnrO”ment
Enrollment Headcount Summary Report (Current Students).csv Headcount Detall Report
Excluded Records.csv
Missing_Report - Organization Attribute (DN).csv (Current StUdentS)
Missing_Report - Student.csv T I
‘ Organization General Information Record (DN).csv 3 2 S l 3
_15 ! Student Attributes Effective Date Record (FD).csv 1032 0 1032 | 1032
} “1 Student Attributes No Date Record (FN).csv 928 0 928 | 928
3 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
o Student Special Education Record (GE).csv 152 0 152 | 150
]‘ I\ Student Standing_Record (FS).csv 949 0 949 | 949
| Student Summer Withdrawal Record (FL).csv 0 0 0 | 0
““\ Student Withdrawal Override Record (FC).csv 0 0 0 | 0 EMIS
\ Total counts: 4670 2 5788

\ Alliance



Prepare the Report

AOpenEnroliment_Headcount_Detail Repof€urrent_Studen
AWrap text header row
AFreeze top row
AExpand all columns

‘ AApply filters

| ABetter yet, run your macro!

'| ATo learn how to record a macro, prior year EMIS Alliance Excel se:
| can be found here

Ahttps://community.mcoecn.org/display/EM/EMIS+Alliance+Public+Space

6



Report Contents

This report contains a unique set
of EMIS elements that is created
each time data is prepared. If
source data is timely, this report
could reflect data as of today

District IRN
' | Building IRN :
| |f 6dzRSY (G O Student Demographic (Gl
as of Date Last Name
First Name
Gender
Summative Race
EMIS ID
SSID

Student Standing (FS)

Legal District of Residence

How Received Reaso
How Received IRN
District Relationship
Percent of Time

Sent To Reason (1&2

Student Attributesc Date (ED)
State Equivalent Grade Level
Disability Condition
Disadvantagement

Limited English Proficiency

Sent To IRN (1&2)

Sent to Percent of Time (1&2)

Admission Date
Effective Start Date

Effective End Data (Blank)
Withdrawal Reason (Blank)

EMIS
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Why Pivot Tables?

APivot Tables

ACreate a quick summary view of a detailed report
| ANo formulas needed
} AMake changes on the fly
ADrill down to the details
AGreat way to present data to others in the district
AWill get easier to setup the more you use them
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- Create a PivotTable

File Home Insert Page Layout Formulas Data Review View Help

Tables Illustrations Add-ins

=\

N

“ 2 2 4 4 ~ X A 4 s ’ 2\
CNRY UKS ask2yaSNUé¢ dlo|[] SIS UKS a/ NBF
A A v s P ’ A
asSt SOu at g2 ¢ l6..S¢e - —{prompt as defaulted and select O
Fi State Stut District RE State EqUiLegdl DistiHow Rece
\“ 2 : 40404 77777 1.23E+08 Last First TT2282 > geeeee 100 NA pashiiics
| 3] 40404 77777 1.23E+08 Last First URS Create PivotTable ? X DOE 1515]
= i . S Fert VO | Chioo: ¢ the data that you want to analyze pIN =
5 ) 40404 77777 1.23E+08 Last First LP24282 D WA **235%
] (® Select a table or range
: : e 17777 1I3EM08 At AL Ll Table/Range:  Enroliment_Headcount_Detail_Rep!SAS1:SA 2 < sy
7 : 40404 77777 1.23E+08 Last First QE8800 O Use-an R = = = NA s
8 : 40404 77777 1.23E+08 Last First KW462. = D NA *r2E%
9 | 40404 77777 1.23E+08 Last First POS2 21 Sl i ) NA srsxxs
10] 40404 77777 1.23E+08 Last First TU226 Connedlon name: ) NA -
11 i 40404 77777 1.23E408 Last First VW6240 Use this workbook's Data Model BINA T
12 : 40404 77777 1.23E+08 Last First GN2082( Choose where you want the PivotTable report to be placed ) NA EExEXE
13| 40404 77777 1.23E+08 Last First TP84446| © New Worksheet D NA *xxxxs
14] 40404 77777 1.23E+08 Last First ~ VH80244 O Existing Worksheet ) NA sesees
15] 40404 77777 1.23E+08 Last First TR08488 Location: 2 hNA rreEs
16 E 40404 77777 1.23E+08 Last First XY24806{ Choose whether you want to analyze multiple tables D NA g
17 : 40404 77777 1.23E+08 Last First ZY88244 Add this data to the Data Model ) NA sssese
‘ 18} 40404 77777 1.23E+08 Last First NZ68844 ) NA b EMIS
19 i 40404 77777 1.23E+08 Last First UL84468 SAe ) SE 1717

W .""\i' 22
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- New Tab and Next Step

This section contains

File Home Insert Page Layout Formulas Data Review View Help PivotTable Analyze Design
PivotTable Name: | Active Field: ? = [D« Ijh o= F E‘ o= o= E\ [+ @
PivotTabled =y 7 ) D@ 0 % D% Df\j DED] i ? == =]

- Insert  Insert Refresh Change Data Clear Select Move Fields, Items, PivotChart Recommended Field +/- Field
E Optians ~ Slicer Timeline v Source v - ~  PivotTable 8 Sets ~ PivotTables List Buttons Headers

Aapwmm v :cuve Field Group Fiter Bt — Calauiations oo e fro m yo u r S p re a.d S h e et

A B € D E F G H | J K L M N (o] P Q R s T u A W X = . .

1 PivotTable Fields v

2 Ch fields to add t t: (=
oose fields to add CFEPC > -

)

o Search Jo

E

& | Tobuilda report, chaose [ District IRN

7| fields from the PivotTable [ Building IRN

8

Field List

: The next step is to decide| = =

[ First Mame

n . [ State Student ID

& — [] District Relationship

: what we want to include
14 O Legal District of Residence

[] How Received

" In our PivotTable and how ] St prt o e
[] Sent to Reasen 1
18 [ Sentto IRM 1

. we want it to look -

Drag fields between areas below:

23 Filters Columns

» | We are now on a hew
= | tab In the workbook

Rows Values

Sheetl Enrollment_Headcount_Detail_Rep ® ] Defer Layout Update

EMIS
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PivotTable Boxes

Moving one or more column
headers into this box will
create a filter(s) above your
PivotTable

i

|

Moving one or more column
headers into this box will
create a row or rows on the
left side of your PivotTable
using the values from the

Drag fields between areas below:

Filbers

\

\

Defer Layout Update

Moving one or more column
headers into this box will create
| columns across the top of your
PivotTable using the values from

Columns

those columns on your spreadshec

\U

Values

V% Column headers placed in this box
will represent the values that

Values can be summed, averaged,
counted, etc.

columns on your spreadsheet

appear in the body of the PivotTable|

EMIS
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 Grade Level by Building

PivotTable Fields

Choose fields to add to report:

[ Building IRN

the PivotTable boxes

Click and drag fields intc

[C] EMIS Student ID Number

L] First Name
[v] State Student ID

[] District Relationship

[v] State Equivalent Grade Level

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

|| Legal District of Residence
[] How Received

[] How Received IRN

[] Student Percent of Time
L | Sent to Reason 1

| Sent to IRN 1

ent to Percent of Time 1

nt to Reason 2

Columns

State Equivalent Grade... *

Rows

Values
Building IRN

Count of State Studen... ~

Defer Layout Update

Alliance



