
Using Excel to 
Troubleshoot EMIS Data



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 costto your training participants. If 
you utilize the EMIS Alliance training materials ςin whole or in part ςyou 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.gov].
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Overview

ÅBasic, 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

ÅThis session will demonstrate Excel functions and practical 
applications that can be helpful in all phases of the EMIS 
data review process 
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Outline

ÅEnrollment Headcount Summary Report
ÅBest Practices

ÅEnrollment Headcount Detail Report
ÅPivotTable Ideas   

ÅFTE Detail Report
ÅPivotTable Example
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Enrollment Headcount 
Summary Report
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Preview/Submission/Review Files
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ÅDepending on the collection status and location within the data 
collector, the files are called-
ÅPreview files 

ÅSubmission files

ÅReview files

ÅFiles contain data from your LEA only

ÅFor open collections, the data in the report will be as current as the 
source data used, and the date it was collected and prepared

ÅFor closed collections, the data will represent the last time the data was 
prepared



Files Containing Data from your SIS
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Each type of collection 
has a unique set of 
preview files, this is from
a student collection not 
SCR

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

wŜƳŜƳōŜǊΣ ǘƘŜǊŜΩǎ 
not an error for 
everything that is 
incorrect or 
incomplete!



Enrollment Headcount Summary 
(Current Students)

8

Start by opening the 
Enrollment Headcount
Summary Report 



Prepare the Report 

ÅOpen Enrollment_Headcount_Summary_Report_(Current_Students)
ÅWrap text header row

ÅFreeze top row

ÅExpand all columns

ÅApply filters

ÅBetter yet, run your macro!

ÅTo learn how to record a macro, prior year EMIS Alliance Excel sessions 
can be found here 
Åhttps://community.mcoecn.org/display/EM/EMIS+Alliance+Public+Space
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Enrollment Headcount Summary Report 
(Current Students)

ÅPrepare ςŘƻƴΩǘ ƘŀǾŜ ǘƻ ǎǳōƳƛǘΣ Ƨǳǎǘ ŎƻƭƭŜŎǘ ǳǇ-to-date data 
ŀƴŘ ǇǊŜǇŀǊŜ ǘƻ ƎŜǘ ǘƘŜ ǳǇŘŀǘŜŘ ƴǳƳōŜǊǎ ŀǎ ƻŦ άǘƻŘŀȅέ

ÅCaptures current students by both headcount and by percent 
of time

ÅFiltering can be done to narrow the summary data down into 
building and grade level data
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Summary Data 
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Headcount and Total 
of Percent of Time 

Students Enrolled As of Date ς
This file is from the close of FY20 
Beginning of the Year Student 
Collection

District Relationship ς
1- Educating 
2- Services, no Instruction
3- No Services or Instruction



Filter on District Relationship 1
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Filter on District 
Relationship 1

See headcounts and 
counts by percent of 
time, by district, 
building, and grade 
level for students your
LEA is educating



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

This summary information can be 
helpful, however if this data is in 
question, it would be necessary 
to refer the detail version of this 
report

It is important to note that a student 
will be counted in the Received Reason 
Section and the Sent to 1 Section 



Adding Borders 
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This can be excellent, up-to-date 
data to send to others in your district
ÅData as of Source Data/Prepare date
ÅMay need to translate EMIS coding

using the Student Standing (FS) 
section of the EMIS Manual

From the Home tab, 
add borders to make 
the report more user 
friendly

Select all data by placing 
cursor in cell A1, hold 
down Shift and Ctrl 
keys and then hit right
arrow then down arrow



Quick Check ÅAre you processing updated SIS data in 
the Data Collector on a regular basis? 

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

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

The Enrollment 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. 
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Enrollment Headcount 
Detail Report
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Enrollment Headcount Detail (Current Students)
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ÅProvides a quick and comprehensive set of data 
ÅContains elements from multiple record types

Å/ƻƴǘŀƛƴǎ ƻƴƭȅ Řŀǘŀ ŦǊƻƳ ȅƻǳǊ [9!Ωǎ {L{ 

ÅContains data as of a specific date (date of the data/prepare)

Å.ŀǎŜŘ ƻƴ ŜƴǊƻƭƭƳŜƴǘ ŀǎ ƻŦ άǘƻŘŀȅέ ǎƻ ǊǳƴƴƛƴƎ ŀ ǇǊŜǇŀǊŜ ŀŦǘŜǊ ǘƘŜ ǎŎƘƻƻƭ 
year ends could give skewed results 

ÅAvailable in closed collections such as Beginning of Year and Midyear for 
άǎƴŀǇǎƘƻǘǎέ ƻŦ Řŀǘŀ ōŀǎŜŘ ƻƴ ǘƘŜ ƭŀǎǘ ǇǊŜǇŀǊŜ όaƛŘ-December/End of 
April)

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



Create your own Summary Data 
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Open the Enrollment
Headcount Detail Report 
(Current Students)



Prepare the Report 

ÅOpen Enrollment_Headcount_Detail_Report_(Current_Students)
ÅWrap text header row

ÅFreeze top row

ÅExpand all columns

ÅApply filters

ÅBetter yet, run your macro!

ÅTo learn how to record a macro, prior year EMIS Alliance Excel sessions 
can be found here 
Åhttps://community.mcoecn.org/display/EM/EMIS+Alliance+Public+Space
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Report Contents

20

District IRN
Building IRN
{ǘǳŘŜƴǘΩǎ 9ƴǊƻƭƭŜŘ 
as of Date

Student Standing (FS)
Legal District of Residence
How Received Reason 
How Received IRN
District Relationship
Percent of Time 
Sent To Reason (1&2)
Sent To IRN  (1&2)
Sent to Percent of Time (1&2) 
Admission Date
Effective Start Date
Effective End Data (Blank)
Withdrawal Reason (Blank)

Student Attributes ςDate (FD)
State Equivalent Grade Level
Disability Condition
Disadvantagement
Limited English Proficiency

Student Demographic (GI)
Last Name 
First Name 
Gender
Summative Race 
EMIS ID
SSID 

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



Why Pivot Tables? 

ÅPivot Tables 
ÅCreate a quick summary view of a detailed report 

ÅNo formulas needed 

ÅMake changes on the fly 

ÅDrill down to the details 

ÅGreat way to present data to others in the district

ÅWill get easier to setup the more you use them 
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Create a PivotTable
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CǊƻƳ ǘƘŜ άLƴǎŜǊǘέ ǘŀō 
ǎŜƭŜŎǘ άtƛǾƻǘ¢ŀōƭŜέ 

[ŜŀǾŜ ǘƘŜ ά/ǊŜŀǘŜ tƛǾƻǘ¢ŀōƭŜέ 
prompt as defaulted and select OK



New Tab and Next Step
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We are now on a new 
tab in the workbook

The next step is to decide 
what we want to include 
in our PivotTable and how 
we want it to look  

This section contains 
the column headers 
from your spreadsheet  



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

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 
columns on your spreadsheet

Moving one or more column 
headers into this box will create 
columns across the top of your 
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. 



Grade Level by Building
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Watch the PivotTable take shape as fields 
are added to the PivotTable blocks

Click and drag fields into 
the PivotTable boxes 


