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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- 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

AStaff and Course Collection Best Practices

APrepare the Cl and CK files for sharing with others in your dis

AUse Conditional Formatting
. AAdd data with VLOOKUPS
| ACreate a PivotTable

' AReview prepared Staff Demographic (Cl) and Staff Employme
' (CK) files
AAccess Excel recorded sessions



Sharing Staff Data

AStaff data and Course/Student data originate in separate sour
systems

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

|

messy

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

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

AData in the SIS and the Staff EMIS system should be updates
and current for all LEA types

AUse 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




' Resolve Level 1 Validations

FY22-L-Stf Crs Init: Collectior

Staff and Course Collection - Initial (FY22)
t llection required for all EMIS reporting entities. The ir
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)
Submission Number: 2 (attempt 1)

Actions: Start Collectio
eduled Collectior

llection properties

itial staff collection includes staff emploved z

If you have Level 1
Validations, a link
will appear

~

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

2ol 2 Total Depnd Valid
Record Type . .
ype Fatal Critical Warning Info LviEr Invalid Recs
Career-Technical Education Correlated Class Record (CV) 0 0 0 0 0 0 0
Contract Only Staff Record (CC) 0 0 0 0 0 0 0

Contractor Staff Emp
Course Master Record (CA

ent Record (C)) 0 0 0 0 0 0 0

0 0 0 0 0 4 811
Mapped Classroom Code Record (CM) 0 0 0 0 0 0 10
Staff Course Recore 0 0 0 0 0 82 853
Staff O 2 0 16 0 21 12 279
Staff £ 14 0 2 0 16 9 404
Staff Missing Override Recorc 0 0 0 0 0 0 0
Staff Summer Employment Separation Record (CL) 0 0 0 0 0 0 0
Student Course Record (GN) 0 0 0 0 0 1842 16175
Total Counts: 19 0 18 0 37 2022 18532

Output Type

Fix Level 1 Validations
first because they can

and Missing Staff

cause Excluded Records
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Resolve Excluded Records and Missing Staff

Detail
Mizsing Data

Lip File:

File Farmat:

Downboad file as & «

HTML

® coy
Include in CSV files: ™ pata only
Data and |

Staff and Course Collection - Initial (FY22)

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)
Submission Number: 2 (attempt 1)
Actions: Start Collectio

From ODE: [evel 2 Reports

Prepare Outputs; _love
View submission 2 Data

Excluded_ Records are nd ECT=INMETR | Staff Missing includes
e e INCIUAED 1N the data that . those reported in a prior
o st i 15 fEPOMtE t0 ODE - . || collection without a
T ————=— ||Separation date and who
e T ws + s | us | |arecurrently not being
'-'~.| Demegraghic Record (Cl).csy iﬁ 11 Pﬂf | 234 reported
Staff Employment Record (CK).csy 308 12 20 1 e /
Ctaff Missing Override Record (CP).csv ] 0 0 | 0
| Staff Missing Report.csy 144 "ﬁ/
Staff Summer Employment Separation Record (CL).csv L ! - ! 2 EMIS
Student Course Record (GN).csv — :;;; 3} ?L’; :D | 9096
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Submission 5 | Suba

File vValid Invalid Total | Valid

Career-Technical Education Correlated Class Record (CV).

Contract Only Staff Record (CC).csv Start by opening the Staff Employment (CK) file,
Controctor Staff Emelovment Record (C).cov we will open the Staff Demographic (ClI) later

Course Master Record (CN).csv

Excluded Records.csv 5 |
Mapped Classroom Code Record (CM).csv 0 0 0 | 0
Staff Course Record (CU).csv 367 5 373 | 363
Staff Demographic Record (CI).csv 109 0 109 | 106
Staff Employment Record (CK).csv 158 0 158 | 153
Staff Missing Override Record (CP).csv 0 0 0 | 0
Staff Missing Report.csv 0 |
Staff Summer Employment Separation Record (CL).csv 0 0 0 | 0
Student Course Record (GN).csv 5200 0 5200 | 5148
Total counts: 6207 5 6218
- | We are going to demonstrate some Excel functions
| | Using the CI and CK files but all files should be reviewed N
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Quick Check AHave you processed a staff and course
The Staff and Course collection with current data?

Collection includes data from AHave you cleaned up your L evel 1
two separate source systems Validations?

and involves more district
staff to review the data. Itis ~ AHave you resolved your Excluded

best to work through errors, Records and Missing Staff?
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

AStaffEmployment Record (CK)

AYour ITC will provide you with two additional files
APositionCodes as of 10 12 2021

AAssignment Areas as b0 12 2021

AutoSave

Position Codes as of 10_12_2021.xIsx v

AutoSave

Assignment Areas as of 10_12_2021.xlsx v

File Home Insert Page Layout Formulas Data Review View Help File Home Insert Page Layout Formulas Data Review View Help
[] & Cut Calibri Jiu A A | E==E] 2 Bwap [] & cut Calibri Wi VA A E == P 25 Wrap T
P:Ste EB Copy, > o — — = = = Paste EB CoRYa: ) G e
v < Format Painter B I U~ VevAY | EEEEE Mergg v <& Format Painter BIU-~ V== '& v EE= == Merge
Clipboard ] Font K Alignment Clipboard N Font E Alignment
K10 v b2 E12 v b2
A B A B G
1 101 101 - Administrative Assistant Assignment 1 0 No Assignment Area
2 103 103 - Assistant, Deputy/Associate Superintendent Assignment 2 . 999050 999050 - Art Education K-8
3 104 104 - Assistant Principal Assignment 3 999140 999140 - Title | Programs
4 108 108 - Principal Assignment 4 999270 999270 - Preschool General Education
5 (109 109 - Superintendent Assignment 5 999350 999350 - Food Services
6 110 110 - Supervisor/Manager Assignment 6 | 999365 999365 - EL Instruction Program
7 |112 112 - Treasurer Assignment 7 | 999370 999370 - General Education K-12
8 /113 113 - Coordinator Assignment 8 999380 999380 - Gifted and Talented
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Prepare the CHle

AutoSave ®© 9 QA A + Staff_Employment_Record_(CK)_DEMO. :
| | | With the Staff Employment
File Home Insert Page Layout Formulas Data Review View Help .
(CK) file open, see that the
Cn jb Cut A aw e —
LD Calibri v VAA | = E = 2 2% Wrap Te . "
[ Copy ~ values in the Position Code
raste , B I U-H 2 AW EEE EE EMerged X S
v <FFormat Painter — O2ft dzyy I LILISI NJ
Clipboard N Font N Alignment WhiCh WI” prevent the
= fe —"920" < .
o 230 VLOOKUP from working
A | B | C | D E | F G H - -
1 |Fiscal Year Reporting I District IRN Employee | Employee [ State Staff Position}?ﬁde it (Ctrl) Y In the neXt series Of Sl|deS
2 | 2022 L 444444 0OH244408 LAST, FIRSTOH244408 230 4 |C ' T
3 2022 L 444444 OH244408 LAST, FIRSTOH244408 230 C we WIII reformat thIS 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 OH2468{]6'204 C
9 2022 L 444444 OH246806 LAST, FIRSTOH246806 230 C




File Home Insert Page Layout Formulas Data Review  View Help
| || & Cut Calibri ~ 11 - A = = IEI A ?E}Wrap Text General
\ ' Paste EBCDW = n i e 0 o .0
B I U~ o5~ vaA Y| == = = 2= EIMerge&Center v - 0
v <F Format Painter — A =] Merge & Center $ % 2 G 3
Clipboard ] Font ] Alignment ] Mumber
=7 £ —"g32an"

1. Select the data in the Position
Code column without selecting the\sﬂ 6 lcubi 21 LA RS ~% s EK
Header. TipPlace cursor in cell G2, s & F S¢ AT -8 39 o

Q\

: L T
5T OH244408 230 R 14 .
hold down the Shift and Control = [Ieraas=e ", . 2. With the data
5T OH246806{230 3 Copy - 14 :
keys and press the down arrow  1on4e0q230 - | “___Iselected, right
7 2022 L 444444 OH246806 LAST, FIRST OH246806(230 0 Paste Options: 22 CIiCk and then
8 2022 L 444444 OH246806 LAST, FIRST OH246806204 (1 [ 33 ~ N
9 2022 L 444444 OH246806 LAST, FIRST OH246806 230 14 é S f SOu
- Paste Special >
10 2022 L 444444 7D060222 LAST, FIRSTZD060222]230 aste apecial.. 14
11 2022 L 444444 0S204448(LAST, FIRST 05204448(230 O g 22
~~ Smart Lookup
12 2022 L 444444 05204448(LAST, FIRST 05204448(899 14
13 2022 L 444444 05204448(LAST, FIRST 05204448(415 Insert.. 14
14 2022 L 444444 OH248246 LAST, FIRSTOH248246230 Delete 14 EMIS
15 2022 L 444444 7D060226¢ LAST, FIRST ZD060226(802 - 14 .N‘ 14
(I
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Right click again
| and select tbe )
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