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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

ÅStaff and Course Collection Best Practices

ÅPrepare the CI and CK files for sharing with others in your district  
ÅUse Conditional Formatting

ÅAdd data with VLOOKUPS 
ÅCreate a PivotTable 

ÅReview prepared Staff Demographic (CI) and Staff Employment 
(CK) files 

ÅAccess Excel recorded sessions 
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Sharing Staff Data 

ÅStaff data and Course/Student data originate in separate source 
systems 

ÅThe Staff and Course (L) Collection is where the staff, course, 
and student course assignment data meet
ÅWhen initially running this collection, the results can sometimes be 

messy

ÅSharing staff EMIS data with district staff can be helpful when 
correcting and verifying the data

ÅThis is not a comprehensive staff and course training but rather 
some suggestions on using Excel to work through the data
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Troubleshooting Staff and Course Data

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

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

If you have Level 1 
Validations, a link 
will appear

Resolve Excluded Records and Missing Staff
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Excluded Records are not 
included in the data that 
is reported to ODE

Staff Missing includes 
those reported in a prior 
collection without a 
separation date and who 
are currently not being 
reported
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{ǳōƳƛǎǎƛƻƴ CƛƭŜǎΣ ŎƻƴǘΩŘ
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Start by opening the Staff Employment (CK) file, 
we will open the Staff Demographic (CI) later

We are going to demonstrate some Excel functions
Using the CI and CK files but all files should be reviewed

Quick Check ÅHave you processed a staff and course 
collection with current data? 

ÅHave you cleaned up your Level 1 
Validations?

ÅHave you resolved your Excluded 
Records and Missing Staff? 

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.
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Preparing the Staff 
Employment (CK) File
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Files to Open 

ÅStaff Employment Record (CK)

ÅYour ITC will provide you with two additional files-
ÅPosition Codes as of 10_12_2021

ÅAssignment Areas as of 10_12_2021
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Prepare the CK file
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With the Staff Employment 
(CK) file open, see that the 
values in the Position Code 
ŎƻƭǳƳƴ ŀǇǇŜŀǊ ŀǎ Ґάнолέ 
which will prevent the 
VLOOKUP from working 

In thenext series of slides
we will reformat this column  

Copy and Paste 
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1. Select the data in the Position 
Code column without selecting the 
Header. Tip- Place cursor in cell G2, 
hold down the Shift and Control 
keys and press the down arrow

2. With the data 
selected, right 
click and then 
ǎŜƭŜŎǘ ά/ƻǇȅέ 
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/ƻǇȅ ŀƴŘ tŀǎǘŜΣ ŎƻƴǘΩŘ 
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Right click again 
and select the 
άǇŀǎǘŜ ǾŀƭǳŜǎέ ƛŎƻƴ 

Resolve the Error Flag
3. 
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1. With the data still 
selected, an error flag 
will appear

2. Click the down 
arrow and select 
ά/ƻƴǾŜǊǘ ǘƻ bǳƳōŜǊέ

3. This will shift the 
numbers in the 
column to the right  
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