SLDM Data Training (Advanced)

If you have never produced a Pivot Table before, skip ahead now – they are one of the most informative tools available!

LOOKUPS

Incredibly useful for finding something out quickly – the best use is to find what level a child got in a test when teachers have recorded raw marks and you know the grade boundaries. Set up a lookup table somewhere on your sheet, something like this:-

	5
	5.2

	6
	5.4

	7
	5.7

	8
	6

	9
	6.2

	10
	6.3

	11
	6.4

	12
	6.6

	13
	6.7

	14
	6.9

	15
	7

	16
	7.1

	17
	7.3

	18
	7.4

	19
	7.5

	20
	7.6

	21
	7.7

	22
	7.9


The first column is the mark and the second column is the value you want to know. For example a child scoring 14 marks has a level 6.9.

In one of the cells in the row that the child is in click the Insert>Function menu. Type Vlookup into the description box and press go. Choose Vlookup from the results. Excel then walks you through the parameters – which cell do you want to look up, which range of cells is the table that it should look in? Just follow the instructions given on screen. Assuming you have a simple table like above the column number you want is 2. do not worry about the True/False last parameter.

Note: when you copy this formula down, Excel is too clever for its own good and does not look at the same table (it goes down a row each time – try it and see the formulae. To get round this use dollar signs in front of the table references to fix Excel on using the table only. Henceforth, =VLOOKUP(A22, T219:U228,2) becomes =VLOOKUP(A22, $T$219:$U$228,2). Try it and see the difference when you copy down.
Pivot Tables

These are outstandingly useful for being able to drill down through your data to find out what you need to know:-

Select a table of data with Headings. Note: all columns must have a heading including any columns you might have hidden else you get nasty error messages.
Go to the Data>Pivot Table and Pivot Chart Report menu.

On the first box click next. On the second box click next as you have already selected the data. Click New Sheet in the next box and a strange table appears. To show you how good these are for running a Science Dept, do the following: click and drag ‘Set’ (or whatever your heading was for group or class) to the ‘Drop Row Fields here’ box. In the column field box drag the most recent grade or level. And finally drag Names or Surnames into the Data Items box. Wow!

It gets better. Find a cell you are interested in… let’s say you can see 8 D’s in one set. Double click that cell and BANG – a new sheet is produced listing those 8 students! Marvellous. 

Get drilling for data! 

How are your boys and girls doing?

If you have a discrepancy column on your original spreadsheet, i.e. you know how far all the students are behind target then you can put that into your column field instead of the raw grade - that should provoke much discussion. (simply drag the grey grade box back to the Pivot Table Field List box and replace with the required item by dragging it over.

Mail Merges

Write a standard letter in Word regarding a child’s performance, etc. Make sure that the tracking spreadsheet has all headings labelled (else it won’t work, label even the hidden columns). Within the Word document, choose Tools>Letters and Mailings>Mail Merge and follow the instructions to insert whatever information you want. You can then Merge and you will find that you have a whole year group’s worth (or less, if specified) of personalised letters.
Cell  Protection

You can protect your whole sheet using Tools>Protection>Protect but this means that All Cells can only be seen and not altered by staff. This might not be useful. If you want staff to be able to enter values in one column but nowhere else (in case they muck up your formulae) then select the column of cells you want to be unprotected and go to Format>Cells>Protection and uncheck the Locked button. These cells will accept values even when you protect the rest of the sheet.
Macros

See the Good Things To Know sheet. Good luck!
Useful tips

To work out if a B is bigger than an A, Excel cannot subtract numbers. Use the function CODE as follows:-

=CODE(“B”)-CODE(“A”) returns the value +1. Switch it over to get -1, obviously.

To use this really successfully, change all your nasty A* symbols to @. You won’t believe this but the code for @ is one smaller than A so that it truly acts as the grade above A when you copy the formula down the sheet. Magic!

On KS3 sheets, many of you have recorded 3a, 5c, etc which is unhelpful as Excel cannot add or subtract these when you want to work out progress. Select the whole column in which you find these values and then go to Data>Text to Columns then follow through the instructions selecting ‘Fixed Width’ and then dragging the line on the next screen along one character. When you finish it will have split all your levels and sublevels into two separate cells (| 5b | becomes | 5 | b |). Using a lookup in the next cell you can convert a,b,c to 0.17, 0.5, 0.83. In the next cell, add this value to the integer level in a previous cell and you have now converted 5b to 5.5, etc.
