SLDM Data Training (General)

Setting up a new sheet

When setting up assessment spreadsheets, try to include the maximum amount of information that you can for each child. This will be invaluable later when you come to calculate targets or see who is under performing.

As a minimum, include first and second names in separate columns, form group, gender, set, KS2 data, KS3 MTG, English KS2 or KS3 level (this has a direct bearing on science performance). Desirable: full KS2/KS3 data (En, Ma, Sci), G&T, SEN, addresses so that you can send congratulatory letters (or otherwise) out automatically.

It is best to get this data from the school system, as you will then know that it is up to date and that the names are spelt correctly! Maintenance throughout the year as students arrive and leave is essential.

Using the spreadsheet you have brought with you, try the following:-

Freeze Panes

Select the cell to the right of the first child’s name and go to Window>Freeze Panes. You will now find that the children’s names and the Headings will stay still whilst you move around the sheet so you can always see what is what!

Printing (set print area)

Spreads can get very large so select the cells to be printed and then use File>Print Area>Set Print Area to print the desired cells. Once the area is selected you can then check the print preview as only this area will be shown until you clear it (found in the same menu).

Printing Title Rows

File Menu>Page Setup>Sheet allows you to print the same rows at the top of every page. Very useful when printing off a large sheet – every page will have the correct titles so that it can be read easily.

Conditional Formatting 
Select cells you wish to be coloured depending upon their value. Then go to the menus:

(Format>conditional formatting)

Add a condition, you can change so that is greater than, between, etc then select a colour by clicking on Format>Patterns and choosing an appropriate shade.

If you wish you can then click ‘Add’ to add up to two further colours. A good tip here is to remember that white can be used for pupils who are on target so giving you four ‘colours’!
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Find

In the Edit Menu, the Find function is tremendously useful for locating a piece of data. Teachers can use the Find function to find a child easily on the spreadsheet. They can then click the ‘Find Next’ option if they are not happy with the first selection.
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AutoFilter
Click on the grey number to the left of the heading line (number ‘1’ if the headings are in line 1).
Now go to Data>Filter>Autofilter and you will see lots of little grey areas appearing.

Click on a grey arrow (gender if you have it is a good one). Select one of the options (for gender choose ‘F’ and you will be left looking at the girls only even though the other values are still there – look at the row numbers to verify this). To go back to seeing the whole cohort select the same arrow as before but click ‘All’ in the dropdown box which appears.

The great thing about Filtering is that you can press more than one arrow. The first arrow narrows your search then the next arrow narrows it further within the original names. Why not try to find the number of girls who are on a grade C target but who are currently on a D grade?

To remove Autofilter repeat the second instruction above and the little arrows will disappear.

Data Sort

Select all your data that you want to sort (including headings and be careful not to miss any data at the sides as this process will mess it all up if you do!). Select Data>Sort and make sure Header Row is checked. You should then be able to sort your entire year group into sets and alphabetically within each one by using two of the three available conditions. You can also use this like the Filter to throw up students who are on a D grade with a C target – give it a go!
Hide columns
To hide column B, right click on the grey ‘B’ and select Hide from the resulting menu. You can now clean up your sheet by hiding (but not deleting) any superfluous data so that staff can read the sheet more easily.
To Unhide the column, left click and drag on the grey A and C column headings and then right click and select ‘Unhide’ from the menu and as if by magic, column B returns!

Formulae

My personal favourites are SUM, AVERAGE and COUNTIF. To use a formula, type an equals sign (=) into the cell you want the answer to go into, followed by the formula as follows:-

These examples all use the range A2:A200 and assume this is a column full of numbers – please adjust as appropriate for your sheets.

=SUM(A2:A200)   this simply adds the whole lot up!

=AVERAGE(A2:A200)   this simply averages the whole lot!

=COUNTIF(A2:A200,7) this counts the number of times that the integer ‘7’ appears in the column – really good for counting grades/levels. Note – when counting grades use speech marks to search for text so   =COUNTIF(A2:200, “A”) will count the number of times that the letter A appears.

Once you have typed the formula in, you can copy it down all the cells in a column or row as follows:-

Click on the tiny black box at the bottom right hand corner of the cell with a formula in and, whilst holding the left mouse button down, drag down or across to highlight more cells. Let go and the cells will be populated with the formula. Left click one of these cells to see what has happened to the copied formula in the box at the top of the screen. Isn’t Excel clever?
Try to ascertain how many children are at each grade or level using this formula, repeated in several cells, one for each grade/level.

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


The first column is the mark and the second column is the value you want to know. For example a child scoring 10 marks has a level 6.3.

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 read the instructions. 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.
Questions to answer (depending on the spreadsheet you have brought)

Using the above skills can you now isolate the pupils that are stuck at level 4 at KS2 and have made no progress in KS3? What about stuck 5’s?

Can you find the KS4 students that are currently two grades or more below target?

Are both sexes performing equally?

Have you got a group or groups which are significantly under- or over-performing?

Can you colour the students that performed just under a C grade / level 5 on a recent test.
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!
Simply change the above formula to refer to cells with grades in (=CODE(R56)-CODE(T56)) and then copy the formula down the sheet to work out the grade discrepancy for each pupil.

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. There are quite involved ways to split these up but to be considered by more experienced users but it might be an idea to record marks as points 5a=5.17, 5b=5.5, 5c=5.83. There is now a 0.33 level difference between these sublevels, ready for your formulae. You can now insert a discrepancy column to compare current marks to target (=cell containing current marks – cell containing target) to give an answer, e.g. -0.67 which you can of course conditional format! I knew you’d be pleased!

