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Testing Timeline

In order to plan effectively for your testing administration, there are several ordered steps that you
must take. Here is an overview of the general process of planning for test administration at your school.

From the student list, identify

the curriculum groups that the :>
students belong to.

Download list of
students enrolled at
the school via File
Download Manager.

Test day is

here!

Make sure all
documents are
correct and in place.

Check for updates >
or changes in

enrollment.

Prepare materials : Notify students of their <:I

for the testing testing time, date, and
administration. location.

Identify the students who will
be testing and those who will
not.

Calculate the number of
rooms needed for each
group of testers (by grade
level and curriculum group.

Identify the testing area, the
room numbers and teachers that
will serve as test administrators.
Also designate an area for non-

1

testers.

Assign students to rooms
according to their
testing/non-testing

designation

Notify faculty of their testing
duties, room/area
assignments, time, date, and
location of training and test
dates.



Downloading School’s Student List

In order to create a complete listing of all students in your school, you will need access to File Download
Manager. Once access is granted, just follow these steps:

1. Loginto the Intranet and click on File Download Manager icon

Eﬂ your applications

fme Class Size B Job Descriptions On The Web

B Control-D Web Report Viewer CJ Mainframe Terminal Sessions

## Dadeschools Distribution List Mgmt CJ Metro-Dade ITD

#» File Download Manager & Student Performance Indicators

) GradeBook Utilities Install/Upgrades & Student Performance Indicators - Admin

& Instructional Planning System ® Transportation Routing System

2. Click continue

Return To Intranet Applications

Evaluation Date
Excused Absent Days
FCAT Math Pass Fail
FCAT Read Pass Fail
Gender

Grade

Home Address

Home Bldg/Apt v

window

3.
File Download Manager
Category: | sudent Demographics v Location: Check box to include headings
in your downloaded file, then
Available Fields selected Fields sort By ) ]
Sirtn Date ~ Last Name -2 + 2 click Download File.
Current Date First Name v - v -
Current Entry Code
ChOOSE from Current Entry Date
. Current Time
these fields [~~aDomain Ratin
. g
ESE Exceptionality
ESOL Level ]
i - . . .
Eiety cos They will appear in this
nicity Lode <

Return to Intranet Applications




4. Save the file as an Excel spread sheet and open

Luvauun.
Fields Sort By
2 Last Name a 2 a 2
First Name v 3 -3
I Middle Initial
e A
File Download
Do you want to open or save this fils?
Download File
@ Name: StudentData.csv
ays Type: Microsoft Office Excel Comma Separated Yalues File Acceleraled Reader]
Fail Fiom: intranet.dadeschools.net
Fail
Open | [ Save | [ Cancel
“wy While files from the Internet can be useful, some files can potentially
v [ ]
s harm wour computer. If you do not trust the source, do not open or
e save this file. What's the risk?

_
_J

Opening File in Excel
Here are some basic tips for organizing the data in Excel.

Format text

(Ca) = - Book
-
. Home Insert P3ge Layou Faormulas Data ActiveData Review View )
= Cut —
B % Cu Calibri = = =|[®-| SiwepTet
- =3 Copy
aste - e ead M . .
. ch:rmat Painter 'B I U = = = Merge & Center
Clipboard F] Fant IF] K Alignment [=
1

Alignment

Notice that the leading zeros do no show. For example, a
123456. To show leading zeroes, use the format tool.

student with an ID of 0123456 appears as

— .
( .gsj\\ a9
"/ [ Home | msen  ragelayoust  Formulas  Deta  AdwveData  Review  View  Addins  AbleBits.com
R - oo S . = fj ﬁi‘ 7w T ST T aw
B i Calibri 11 A" a7 =||&~| |EiwrapText Number e 5] ;ﬂ = e LH Fen-
t [ [ A ||[= o Merge & - - <@ | Condiional Format Cell || Insert Delete Format
e - Format Painter [B £ U 5 A E B Merge & Center = || § % 9 || %8 5] F:r:ﬁ‘ﬂ‘i‘:'\r:;av as?(;rg\aevsry\ees' S Dese Fomet | 3 e
Clipboard = Font = Alignment = Number L& Styles Cells
[ A1 - £ |
A B c D £ F G H 1 f K L \.w o [ a
]
2 . .
;  q—ro 2K Click on Number tab to bring up
a ) -
5 Number | lignment | Fort | Border | Fil | Protection format cells dlalog box
[ Category:
7 General Sampls
z Humber
Currency
9 Accounting Type:
Date
o Time
1 Percentage
Fraction
12 Scientific
13 Text

SEecial

1/
JL

Select custom.

St 0 [Red]($4,#20)

18
19

Click on “0” and type in 7
zeroes.

20
21
22
23
24
25
26

Type the number Format code, using one of the sxisting codes as a starting point.




Inserting Curriculum Groups Column

After downloading the student list from File Download Manager, identify the students on the list who
will and who will not be participating in the test administration. The first step to doing that is identifying
what curriculum group each student belongs to. To accomplish this task the sort and filter feature will
be utilized.

Filtering
First open your master list document. Then highlight all of the cells by clicking in the corner box

between the column and the row.

Sample Master list - Microso

Home Insert Page Layout Formulas Data Review View @ - = x
,u ii:;y Calibri 1 oA A7 == =@ | Siwrap Text General - ij}l ﬁj‘é _’—;ﬂ‘ Em % E_] %:u”tfmmv %? l?a
Paste o Format Painter u A |E 5| EMergeacenter- | | $ - % 2 || %8 28 Fcf,',',,daﬂ;”;'. rommat st;z';v Insert Delete Fomal || - Clear~ s roa s
Clipboard & Font & Alignment & Number i} Styles Cells Editing
l: AL -0 fe| LasT
— A B c D E F G H ] J K L M N 0
1 [Last FIRST ™ HR GR 1D ss ESE ESOL
2 [BURGOS NELSON D ADY 12 9455729 599724424
3 |DELACRUZ JASON ADY 9 5425770 592742074X )
4 |DEVARONA JOSEPH B ADY 10 4495904 594245245X )
5 |[FELDER Juuo K ADY 9 5974529 599599592X I
6 [HOUSTON TERRENCE D ADY 12 4549074 599022972 K
7 |MARSH ANGEL s ADY 10 5720952 595922995X )
8 [MORILLO MICHAEL | ADY 12 0599072 5900599072 2
9 [NUNEZ WILLIAM E ADY 9 5947522 592575000  J
10 |MATA Juuo A ARB 10 0547495 5900547495 1
11 |PUELLO Luis A ARB 10 0592959 770944945X 2
12 |RODRIGUEZ Julo F ARB 10 0049295 5900049295 1
13 |ALOMA YANDY Y BAI 10 0029954 5900029954 3
14 ARIAS MIN v BAI 10 0042592 5900042592 2
15 |AZAD SCARLET 1 BAI 10 0544542 5900544542 3
16 BAZZANO NELLY N BAI 10 0099595 724925494X 4
17 [CAMPOS PAULINO BAI 10 0522427 5900522427 1
18 [CRUZ WENDY BAI 10 4904254 724055272X 4
19 |DELPOZO WENDY BAI 10 7550052 5907550052 4
20 |FERNANDEZ ELAINE A BAI 10 0075272 5900075272 2
21 |MILA KEILA K BAI 11 2044490 5902044490
22 |MORAN REINALDO J BAI 10 0599452 5900599452 2
23 |NUNEZ STEPHANIE v BAI 10 0202477 5900202477 2
24 |0SORIO SARY 1 BAI 10 0045405 5900045405 3
25 |RUAN MASIEL L BAI 10 0025025 5900025025 2
26 |SALGADO MARILENA BAI 10 0595449 5900595449 1
27 |SUAREZ SUNNI M BAI 10 4997970 5904997970 4
M 4 b M| Sheetl ,“Sheet2 “Sheet3 - ¥ [! I

Ready Average: 641302286  Count: 7214 Sum:1.5449E+12 || O] [ 100% 5; ;
=l 2 72 Vahoo! - Windows L. | 72 1 tnread) sttnet - || @9 Microsoft Bxcel -Sa.. || B Technology Tooks 1.

Figure 1 - All cells are selected when they are shaded.



Next, go to the Menu Bar and select the “Data” tab. Then, click on the “Filter” icon.

Home Insert Page Layout Formulas Data Review x
= 7 2 L, L) = || Connections = B > %" EWI w‘ﬂrl VD ¥Z Show Detail
_[; _3 B8 ST =T @ fPraD E £ Ig‘ '}’E‘ ? ﬂL ALI 3 =Z Hide Detail
From From From From Other | Existing Refresh Textto  Remove Data  Consolidate Whatdf || Group Ungroup Subtotal
Access Web Text Sources~ | Connections =~ A~ = EditLinks Columns Duplicates Validation ~ Analysis ~ - ~
Get External Data Connections Data Tools Qutline £l
[ A9 - £ | NUNEZ
A B < E F a1 & | Enablefiltering of the selected L M N o]
1 |LAST [~/ FIRsT - m =] GR(x] D[] = cells.
2 |BURGOS NELSON D 12 9455729 5 = Once filtering is turned on, dlick
3 |peacuz  sason 5 s s {| | eamom i the coumn hear o
4 DEVARONA JOSEPH B 10 4495904 5
5 |FELDER Juuo K 9 5974529 5 L]
6 |HOUSTON TERRENCE D 12 4549074 5
7 MARSH ANGEL s 10 5720952 5 (g) Press Fi for more help.
8 |MORILLO MICHAEL ) 12 0599072 53009707
9 |NUNEZ .WILLIAM E 9 5947522 592575000X J
10 | MATA Juuo A 10 0547485 5900547495 1
11 PUELLO Luis A 10 0592959 770944945 2
12 |RODRIGUEZ Juuo F 10 0049295 5500049295 1
13 ALOMA YANDY Y 10 0029954 5900029354 3
14 |ARIAS MIN v 10 0042592 5900042592 2
15 AZAD SCARLET I 10 0544542 5900544542 3
16 | BAZZANO NELLY N 10 0099595 724925494X 4
17 CAMPQOS PAULINO 10 0522427 5900522427 1
18 |CRUZ WENDY 10 4904254 724055272X 4
19 DELPOZO WENDY 10 7550052 5907550052 4
20 FERNANDEZ ELAINE A 10 0075272 5500075272 2
21 MiLA KEILA K 11 2044450 5502044490
22 MORAN REINALDO 1 10 0599452 5900599452 2
23 NUNEZ STEPHANIE i 10 0202477 5900202477 2
24 OSORIO SARY I 10 0045405 5500045405 3
25 RUAN MASIEL L 10 0025025 5900025025 2
26 SALGADO MARILENA 10 0595449 5900595449 1
27 |SUAREZ SUNNI M 10 4997970 5304997970 4
M 4 » M| Sheetl ~ Sheet2 'Sheet3 - ¥J m I
Ready
7 BT unread) attnet - | (6 Mic
Figure 2

Little arrows show up on the right side of the cells in the header row. When these arrows are clicked, a
drop down box appears with a list of every item in that row with checks in them. Select and deselect
these checked boxes to only see the information needed. For example, begin with the ESOL column,
click on the “(Blanks)” selection. This will tell Excel to only display the rows that contain an ESOL level
number in them.

Home  Insert Page Layout  Formulas Data Review  View x
L, L, 5 |L5] Connections = R LN | o #Z Show
e 0 La =is =] ﬁpm_ o 4 58 = O 2 AT e 2 .
From From From From Other Existing Refresh B _ %l_ Sort Filter 7. Textto Remove Dat_a Consolidate What.-lf Group Ungroup Subtotal
Access Web Text Sources~ | Connections All~ Edit Links %2 Advanced || Columns Duplicates Validation ~ Analysis ~ - -
Get External Data Connections Sort & Filter Data Tools Qutline ]
[ A9 - fe | NUNEZ ¥
A B E F G H 1 J K L M N o [ a R
1 LAST [~/ FIRST GrR(x| m[x] ss ese[~] Esol~| =
2 BURGOS NELSON 12 9455(%]  Sort Smallestto Largest
3 |DELACRUZ JASON 9 5425 % sort Largest to Smallest
4 |DEVARONA JOSEPH B ADY 10 4495 Sort by Color '
5 |FELDER Julo K ADY 9 5974
6 |HOUSTON TERRENCE D ADY 12 4sa9 R
7 |MARSH ANGEL s ADY 10 572
8 |MORILLO MICHAEL ) ADY 12 0599 LI g
9 |NUNEZ !WILLIAM E ADY 9 5947 ESelertAH)
10 [MATA JuLo A ARB 10 0547 )
11 |PUELLO LuIs A ARB 10 0592 3
12 |RODRIGUEZ Julo F ARB 10 0049 4
13 |ALOMA YANDY ¥ BAI 10 o029 il (lans) |
14 |ARIAS MIN v BAI 10 0042
15 |AZAD SCARLET 1 BAI 10 0544
16 |BAZZANO NELLY N BAI 10 0039
17 |CAMPOS PAULINO BAI 10 0522
18 |CRUZ WENDY BAI 10 4904
19 | DELPOZO WENDY BAI 10 755 i
20 FERNANDEZ ELAINE A BAI 10 0075272 5900075272 2

Figure 3 — Clicking on a checked box will deselect that item.



Now, add a column titled “Curr Grp” for curriculum groups. The first curriculum group to identify in this

column is “LEP.”

Home  Insert  Pagelayout  Form Review  View
N TN N N - [3f Connadtions ||, 'ﬁ ]? e lear B mm
Ty L Cl = .
w2 BB G | G | e s, el B Seimy | 22 25 S L
From From From From Other | Existing | Refresh 2. Sort || Fiter | o “. | Tetto Remove Data  Con
Access Web  Text Sources~ | Connections | All= == Edit Links {7 Advanced*y, calumns Duplicates Validation
Get External Data Connetions ot Filter Data Tools
110 - £| T,
A B c D E F G H'ee. 1[4l K
1 |LAST ~ | FIRST | m[= HR[r] Gr[=] [~ ss [~ Ese[~]" Esol-7|currGrp
8 MORILLO MICHAEL J ADY 12 0599072 5900599072 2 LEP
10 |MATA Juuo A ARB 10 0547435 5900547495 1 I _|
11 |PUELLO LUIS A ARB 10 0592959 770944945X 2
12 |RODRIGUEZ Juuo F ARB 10 0049235 5900049295 1
13 |ALOMA YANDY ¥ BAI 10 0029954 5900029954 3
14 |ARIAS MIN v BAI 10 0042532 5500042592 2
15 |AZAD SCARLET 1 BAI 10 0544542 5900544542 3
16 |BAZZANO NELLY N BAI 10 0099535 724925434 4

Next, copy and paste the “LEP” from the first cell (in this case cell J10) to all of the other cells below it
that contain data.

Home  Insert Page layout  Formulas Data Review  View
Ly Ly L, ol |03 Connections || j ]? & Clear =1 mm
o0 | | U2 S |2 2E Brepey | ED &
From From From From Other Existing Refresh . B ii Sort Filter 7 Textto  Remove
Access Web  Text Sources~ | Comnections | All» == Edit Links 7 Advanced || Columns Duplicates Vali
Get External Data Connedtions Sort & Filter D
J10 - fe| LEP
A B C D E F G H 1 pl K L M
1 LAST ~ | FIRST e M- HR ~ GR|~ D~ 55 |- ESE - | ESO - Curr Grp
g8 MORILLO MICHAEL J ADY 12 #REaRd 5.901E-09 2 LEP
10 MATA Julio A ARB 10 #uEugd 5901E+09 1 LEP
11 PUELLO s A ARB 10 HREHRE 770944945K 2 LEP
12 RODRIGUEZ Julo F ARB 10 ##gugd S59E+08 1 LEP
13 |ALOMA YANDY Y BAI 10 #uEEE 59E+09 3 LEP
14 ARIAS MIN v BAI 10 #ugagd SO9E-09 2 LEP
15 AZAD SCARLET 1 BAI 10 #uEugd 5901E+09 3 LEP
16 BAZZANO NELLY N BAI 10 HREHRE 724925434X 4 LEP
17 |CAMPOS PAULINO BAI 10 #upugd 5901E+09 1 LEP
18 CRUZ WENDY BAI 10 #ugugd 724055272% 4 LEP
19 DELPOZO WENDY BAI 10 #REERE 5.908E-09 4 LEP
20 FERNANDEZ ELAINE A BAI 10 ##EEgd 59E+08 2 LEP
22 |MORAN REINALDO il BAI 10 ##uEd4 5.001E+09 2 LEP
23 NUNEZ STEPHANIE v BAI 10 #ugagd S59E+09 2 LEP
24 0OSORIO SARY 1 BAI 10 ##EEEd 59E+08 3 LEP
25 RUAN MASIEL L BAI 10 #ugagd SO9E-09 2 LEP
26 SALGADO MARILENA BAI 10 #uEugd 5901E+09 1 LEP
27 |SUAREZ SUNNI M BAI 10 ##uEdd 5.005E+09 4 LEP
28 TAVAREZ KARLA E BAI 10 #REaRd 5.901E-09 2 LEP
37 LARRETA ALEJANDRA 2} BAT 12 #uEagd 720225200X 4 LEP
79 DOMINGUEZ PEARLIE A BRK 1 #REaRd 5.901E-09 4 LEP
101 GUERRA ROSA BTN 10 #ugagd 5901E+09 4 LEP
108 MELENDEZ NESTOR A BTN 1 AEEERE T24522474X 3 LEP
102 MONTILLA JON A BTN 10 #REaRd 5.905E-09 4 LEP
118 NALBANDIAN ASHLEY Y BUD 10 #uEugd 5901E+09 2 LEP
141 RODRIGUEZ DEYANIRA D CHI 9 #ugagd SO9E-09 1 LEP
164 BASILIO FRANK coo 1 #uEagd 594220527X 3 LEP
172 CABRERA CRISTHIAM Cox £l #uEEt 5.901E+09 2 LEP
173 CARDENAS GRETTER o cox 9 #ugagd SO9E-09 2 LEP
178 CRUZ GILBERTO cox 9 #uEugd 5901E+09 2 LEP
180 DELEON WVLADIMIR X COx 9 A 505555470X 2 LEP
181 DELROSARIO FREDERICK R cox 9 #uEagd 5901E+09 2 LEP
187 JIMENEZ ANDRES R cox 9 ##Eugd 5901E+09 2 LEP
H 4 b W] Sheetl ~Shest2 ~Sheet3 ~%J 0

Ready 135 of 1025 records found

{51 unread) att.net

TIP: click on the right “+” sign on the bottom right of that cell and drag to the
last cell in the list.




Repeat this for the other curriculum groups (e.g. ESE and standard students). Before moving on, clear
the filter before setting a new one. To clear the filter, go back up to the menu bar next to the filter icon
and click on the “Clear” button.

Home  Insert  Pagelayout  Formulas | Data | Review  View @ - = x
3 3 2 3 L 3] Connections || j = e = e & ®0E BE #2 Show Detail
ANEY B =) 2l |4z = j = P Prals | -
o @ | L | U2 S | 2 LR & 201 = bR =) i .
From From From FromOther | Existing  Refresh %] sert v, Testto  Remove Data  Consolidate What-f | Group Ungroup Subtotal
Access Web Text Sources~ | Connections All~ 52 Edit Links {? Advanced | Columns Duplicates Validation ~ Analysis = - -
Get External Data Connetions Sort & Filter Data Tools Outline i
11 - k2 Clear ¥
A g ¢ D E F G H L Clear the filter and sort state for N o P a R ] T u v w
1 LAST - |FIRST = m[=] wRl=| erl=] -] ss|-] EsE-| ESO| thecurrent range of data.
2 MORIIN MIFHAFI I any 1?2 Hitdsss | S ON1FaN0 2 TFP

Home  Insert Pagelayout  Formulas Data Review  View @ -9 x

L 5 5 [E] Connections v = = SIE @ G5
2D @ | & [&E ik g2 = H#= 2 "3 %W 4

From From From From Other | Existing  Refresh z} sott Tetto Remove  Data  Consolidate Whatlf | Group Ungroup Subtotal

Access Web  Ted Sourcesw | Connecions | All- = EditLinks X Advanced || Columns Duplicates Validation ~ Analysis -
Get External Data Connections Sort & Fitter Data Tools Outline 2
1 - fe[ 2
A B G D E F [ H 1 J K L M N o P Q R
1 ast | FIRST = m[] wrl] e[ o[> ss [+ Ese[v] Eesoiv|currGrp
2 BURGOS NELSON D ADY 12 9455729 599724424X
3 |DELACRUZ JASON ADY 3 5425770 592742074X )
4 DEVARONA JOSEPH B ADY 10 4495904 594245245X )
5 |FELDER Juuo K ADY 3 5974529 599599592 )
6 HOUSTON TERRENCE D ADY 12 4549074 599022972X K
7 MARSH ANGEL s ADY 10 5720952 595922995%
8 MORILLO MICHAEL J ADY 12 0599072 5300599072 2 e
9 |NUNEZ WILLIAM E ADY 3 5947522 592575000
10 MATA Juuo A ARB 10 0547495 5300547495 1 e
11 PUELLO wis A ARB 10 0592059 770344945% | =
12 RODRIGUEZ Juuo F ARB 10 0049295 5900049295 PR
13 ALOMA YANDY ¥ BAI 10 0029954 5300029954 ER=)
14 ARIAS MIN v BAI 10 0042592 5300042592 2 e
15 |AZAD SCARLET ! BAI 10 0544542 5300544542 =)
16 BAZZANO NELLY N BAI 10 0099595 724925494X a4 L
17 CAMPOS PAULINO BAI 10 0522427 5900522427 1 P
12 cRUZ WENDY BAI 10 4904254 724055272X a4 e
19 DELPOZO WENDY BAI 10 7550052 5907550052 a4 e
20 FERNANDEZ ELAINE A BAI 10 0075272 5300075272 2 e
21 mita KEILA K BAI 11 2044490 5302044430
22 | MORAN REINALDO J BAI 10 0599452 5300583452 2 P
23 INUNEZ STEPHANIE v BAI 10 0202477 5900202477 2 P
24 OSORIO SARY ! BAI 10 0045405 5900045405 ER=)
25 RUAN MASIEL L BAI 10 0025025 5900025025 2 e
26 SALGADO MARILENA BAI 10 0595449 5300585449 1 e
27 |SUAREZ SUNNI M BAI 10 4397970 5304957970 a L
H 4 » M| Sheetl ~Sheet? ~Sheet3 , ¥ [ m
Ready EEEr e

BEE (= Yahoo! - Windows 1. xcel - S T Technology Tools ...

Figure 4 — Clearing the filter will display all of your data again.

Sorting

Now follow filtering procedures to identify students with an ESE code. Since some ESE students will be
taking the FCAT and others the Florida Alternate Assessment (FAA), it will be easier to identify them by
grouping or sorting them according to the ESE code. Once you have filtered by ESE code, locate the

“Data” tab in the menu bar and click the “Sort” icon.

Home Insert Page Layout Formulas Data Review @ - 7 X
& 5 N N N = |35 Connections W Clear = > Z5p g = Show Detail
== A 5 - =o| e = 1
ELE REERRST ST Q f Properties % Reapply =0 = j J; =i =3 Hide Detail
From From From FromOther | Exsting  Refresh = Tedtto Remove  Data  Consolidate Whatli || Group Ungroup Subtotal
Access Web  Text Sources~ | Connections | All- == Edit Links {? Advanced | Columns Duplicates Validation ~ Analysis = - -
Get External Data Connections ort & Filter Data Toals Outline =
1123 - £ Sort [«
A B C D E Launch the Sort dialog box to sort I 1 K L M N (0] P Q R =|
1 |LAsT I FIRST 2] mE el R SR e T o~ curr Grp
3 DELACRUZ JASON ADY El 4
4 |DEVARONA JOSEPH B ADY 10 44 '@ PressFifor more help.
5 |FELDER Juuo K ADY El 5974529 599599592 J



The dialogue box will appear. Make sure that the “My data has headers” option is selected.

Sample Master list - Micre

Home Insert Page Layout Formulas Data Review View 2 X
2 L, Ly 3 ~  |B] Connedtions Clear (== K = %‘ r>rl ¢rl :E = Show Detail
ERENE e R E I Rt EEPRE A=l = = e R B
From From From From DMVH Existing Relvejh i il Sort Filter {}Ad\tanced Text to Remove Data . Consolidate Wﬂatr[fv Grt:up Ungvmup Subtotal
Atcess Web  Text Sources~ | Connections | Al ! Columns Duplicates Validation Analysis
Get External Data Connections Sort & Filter Data Tools Outline il
I 1123 - £ ]
A B c D E F G H 1 1 K L M N o P a
1 LAST |~ FIRST -] m[-] Hr[-] Gr[-] D[~] ss [~| ESE.:W EsOL~|CurrGr
3 |DELACRUZ JASON ADY 9 5425770 592742074% )
4 |DEVARONA JOSEPH B ADY, 10 4495304 594245245% ) |
5 |FELDER Julo K Sort - ‘ P |y
6 [HOUSTON TERRENCE D
7 |marsH ANGEL s 1add Level || X pelte evel | Lagopyrevel ||+ ][ # | gotors.., | My data has headers
9 [NUNEZ WILLIAM E Column SortOn Order
20 [CABALLERO NATALIE A Sortby e [+] [vaues [=] [awz =l
39 [MENDEZ THEJUANA J Thenby [Cast 5] [ 5] Awz E
67 [BAIN FIORELLA w ety o ] o ] ez =
74 |GIL 'WILSON 1
e Pred . ety L] [vaue: EREE &l
113|CERRUD YAILYN
114|CUADRA DENISE D
116|GORDON CHARLES G
118|MITCHELL ANTONIO R
120|RAINES SANDRA J = —
121|RODRIGUEZ WILLIAM BUD 11 2099449 552459942X P
122|SANCHEZ RICARDO BUD 9 4944595 549929477X K
123/SOLIMINE-STUAR  ALAIN E BUD 10 4459459 522429529 P
124|VILLARAOS GAYNE c BUD 11 5592222 594929457 P
125|VILLARADS LECEDRIC M BUD 10 5592529 594929454X P
127|HERRERA EDWIN F BUR 10 5290545 549042947X K
130|PIERRE EDDIE A BUR 10 4424709 592559059% )
133[GALA JAHMYLL c ] 9 4924957 5904924957 K
124|GONZALEZ DESI CHI 9 5455252 594550242 K
137|HUDSON PATRICK P CHI 9 7577557 5907577557 K
W 4 v W] Sheetl , Sheet? ~Sheet3 ¥ o m

Ready

185 of 1025 records found

07 10:20 PM

Ofrve Garden Ttalia

The “Add Level” button allows the user to continue to add levels to sort as needed. In the example

below, ESE is added to the sorting levels. Click “Add Level”. This will add another sort level to the
already existing list. Since the sort order will be by ESE code then by name, first move this new level to

the top by clicking on the blue up arrow. ;
0 N R

Home  Insert Page Layout Formulas Data Review\, View @ - x
L, Ly Ly Ly Ly “y  [B] Connedions | 4 | N\ ? % Clear = = ® %"
2 8 =
2@l L | L | &) S | BN P g8 = = =2
From From From From Other Existing Refresh N %l Som Filter ) Textto Remove Data Consolidate  What-If Group Ungroup Subtotal
Access Web  Text Sources | Connections | Al =2 Edit Links X7 Advanced || Columns Duplicates Validation * Analysis - -
Get External Data Connections SO & Filter Data Tools Outline Ll
| 1123 - £ N\ 12
A B c D E F G H 1 J K L M N o P Q =
1 LAST [~/ FIRST - -] wrl-] er[-] b[-] ss N\ EsE[.¥ Esol- cumGr
3 [DELACRUZ JASON ADY 9 5425770 592742074X \ |
4 [DEVARONA JOSEPH B ADY. 10 4495904 534245245 \J
5 |FELDER Julo K Sort s 0 o
6 |HOUSTON TERRENCE D p .
7 |marsH ANGEL 5 [ iTadd Level [ X pelete Level | [ i3 Cony Level E EH optons... | My data has headers
Bl NUNEZ REITLEM = Column Sort on Order
30 [CABALLERO NATALIE A Sortby [pR [=] [values =] [tz =]
39 [MENDEZ THEJUANA J Then by G v Gl awz =l
&7 [BAIN FIORELLA w Thenby .
. [ e ; LAST [+] |values [+] [awz [+]
110[TARVER JARROD B Thenby [FRsT [=] values [+] awz [~]
113|CERRUD YAILYN Thenby M [=] [values ] Awz [+]
114|CUADRA DENISE D
116|GORDON CHARLES G
118|MITCHELL ANTONIO R
120(RAINES SANDRA J — == :
121|RODRIGUEZ WILLIAM BUD 11 2099449 552459942X P |
Sort -
‘3%1 Add Level ] [ >( Delete Level ] [ =3 Copy Level ]| & @[ Options... ] My data has headers
Column Sort on Order
Sortby [v] |values [+] Atz =]
Then by Values [+] Atz =]
Then by Values [v] Atz =
Then by Values lz‘ AtoZ E‘
Then by Values lz‘ AtoZ E‘

Select “ESE” from the drop down

menu.
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Sample Master list - Microsof

Home Insert Page Layout Formulas Data Review View @ - = x
Bl (42
From From From Other - l Sort Data Consolidate ‘hat-If Group Ungroup Subtotal -
eb Text Sources~ | Co =2 Edit Links . s Validation Analysis
Get External Connections Sort & Filter Data Tools Qutline
1124 - (> % « f|LEP FAA
A B c D E E G H 1 J K L M N R |

1 LAST ~|FIRST =l m[] Wl erl-] - ss [+| Esels¥ Esol~]|currGrp
3 HODGE JONATHAN J MAR E] 0545779 5300545779 A FAA i
4 |ALCANTARA NE'SHARI A SEA 5 2545579 595574504X A FAA \
5 |RODRIGUEZ RICARDO TAP S 5770440 592479592X A FAA
6 BENJAMIN LATASHA CON 10 7554757 540254045X B FAA
7 BRYANT ALEXANDER K CON E] 2749547 594294505X B FAA
9 | JOHNSON JAVARIS w CON 10 4545402 595559774X B FAA
30 |JORGE SHELLA COoN 9 5529225 599257474X B FAA
39 |LEGGETTE FREDDIE E CON 10 4942224 599429997X B FAA
67 |MIMS DARRIELLE COoN 10 9290547 549550544X B FAA .
74 WRIGHT LAQUETTA CON 11 9447950 592442044X B FAA Ta klng alternate
110/ ROSELL EDWARD o MTV 11 0077547 5900077547 B FAA
113 STANLEY ANDREW D MTV 10 9244942 595925072X B FAA assessment
114|BURCH DECELIA X Tov 9 5599945 5905599345 B FAA
116|CARTER LEE E TOV 10 7995052 595042547X B FAA
118|FERGUSON JESSICA K Tov 9 5792959 590294240 B FAA
120|GREENE DANNY A TOV 10 9299545 590577405X B FAA
121 HARRIS MARCUS 1 Tov 10 4545400 549259049X B FAA
122 MORALES REBEKAH F TOV 11 0045274 5500045274 B FAA
123 RODRIGUEZ JAMES ToV 5 2579255 5902579255 B FAA
124|SUAREZ KALEB Tov E] 0027449 229249554X B 4
125|SMITH GEORGE L TAY 10 2272552 599044744X  H FAR
127|DELACRUZ JASON ADY 9 5425770 592742074X ) SPED
130 DEVARONA JOSEPH B ADY 10 4495904 594245245K ) SPED
133|FELDER Juuo K ADY 9 5974529 599599592% ) SPED Ta kmg FCAT
134/ MARSH ANGEL s ADY 10 5720952 595922995X ) SPED
137|NUNEZ WILLIAM E ADY 9 5947522 592575000X I SPED
W 4 b M| Sheetl Sheet? “Sheet3 ¥1 m 0 |

Edit 185 of 1025 records found

= Ofive Garden ltalian ...

= (9 unread) Yahoo!...

Microsoft Excel - Sa...

[P Technology Took

Figure 5 — This example shows the term “FAA” next to the students who do not take the FCAT and the term “SPED” next to
those who do.

In this figure notice that the list is sorted alphabetically by “ESE” code first, then last name. Identify the
curriculum group for each student in the “Curr Grp” column. If unsure of the test (FCAT or FAA) used to

assess the student, consult your ESE program specialist or department head. If a student is both ESE and
ESOL, use both codes in the cell to ensure the student receives all appropriate testing accommodations.
In the example above, LEP and FAA have been entered into the same cell. Once all ESE students have

been identified, clear all filters.

Lastly, identify the “Standard” group. These are the standard diploma students who do not fall into any
other special category. Follow the filtering steps to only select the students who have blanks in both the
ESE and ESOL columns. Then add the word “Standard” to the “Curr Grp” column for each of these
students. Finally, clear your filters and sort your list again by “last” name to verify that every student

)

38 = curriculum group.

Home Insert Page Layout Farmulas Data Review View
By By ) [l connections = " = mm
B e B =i Ei ‘JF,_:‘,E 2R FIF T g =0 =
From From From From Other |  Existing Refresh — ) z| sort Filter Textto  Remove Data  Consolidat
Access  Web Text Sources ~ Connections Al Edit Links ¢7 Advanced | Columns Duplicates Validation —
Get External Data Connections Sart & Filter Data Toals
Az - £ | ABELEDO
A B c D E F G H 1 1 K L
1 LAST FIRST mM HR GR D sS. ESE ESOL  Curr Grp
2 |ABELEDO -ILUISA A LAM = 4255724 5904255724 Standard
2 | ABRAHAM JARON N YEK 12 5545954 594424520X Standard
4 ACEVEDO ROGER LOE 10 0022944 727225027X 4 LEP
5 ACOSTA JOHN A LAF 12 4747444 595429520X standard
6 ADETU LuIS o DIX 9 0545490 592599259 standard
7 | ADVINCULA CHASSITY A LAF 12 4944292 599729245X standard
8 |AFRICANO BRIANNA A HNT 9 5759997 5905759997 Standard
9 |AGUDELO JOEL E coo 9 5559452 020742494X Standard
10 | AGUERO MICHAEL L PEL 9 4425492 594559592X K SPED
11 AGUIAR DAVID R PEA 9 5540550 549554924X Standard
12 AGUILAR CARLOS A TRO 9 0220220 204425752X Standard
12 |AGUILAR SCHACLE LAM = 5905205 599592295X Standard
14 |AGUILAR WINSTON Lap = 2224705 594595022X Standard
15 |AHMED ABEL A SEA = 0545424 5900945424 Standard
16 |ALAS JORGE E DAT 9 0599472 5900599472 1 LEP
17 | ALBARRACIN EDWARD 1 FIN 9 7940297 5907940297 standard
18 ALCANTARA NE'SHARI a SEA 9 2545579 595574504 a FAA
19 |ALEXANDRE MARILYN D sAl 10 5550707 594555059X K SPED

has been assigned a
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Identifying Test for Students

Once a curriculum group has been identified for all students, then identify which students are
participating in each of the test administrations. The participants will depend on what test is being
administered (i.e. FCAT Writing, FCAT Retake, SAT-10, etc.). The following is an example preparing for
the Spring FCAT Reading test for 9" and 10" grade. Retake and FAA students will not be included in this
example.

Create a new column titled “TEST”. Next, filter out (or deselect) the “FAA” students from the “Curr Grp”
column. In the “TEST” column, identify the test for each student. Enter “FCAT 9” for the gt graders,
“FCAT 10” for the 10" graders, and “Not testing” for the 11" and 12" graders.

Sample Master list - Microsof

Home Insert Page Layout Formulas Data Review View @ - 2 x
) 5 5 5] connections - & Clea E1 =mm %3 o) SLE @0 OFE #= Show Detail
JE‘ 73 ol =T @ fn-:-paw_: = lﬂ:i‘ L? & Reapply a3 ;‘é‘ J:‘ Ei"p it {J ﬁJ “Z Hide Detail
From from From From Ofher | Edsting  Refresh - Z| sort | Filter o Tetto  Remove Data VCnnyﬁ SGmER || i LapE G
Access Web  Text Sources~ | Connections | All Columns Duplicates Validation Analysis
Get External Data Connetions Sort & Filter Data Tools Outline 5
[ A2 - ( fe | ALcANTARA /
A B C D E F G H 1 i) K L M N [0} P (o] R
1 |LAST FIRST M HR GR D §5 ESE ESOL Curr Grp TEST B
2 |ALCANTARA !NE‘SHARI A SEA 9 2545579 595574504X A FAA Not testing
3 |ARNAY JULISSA GOL 9 2529450 595255254X P FAA Not testing
4 BRYANT ALEXANDER K CON 9 2749547 594294505X B FAA Not testing
5 |BURCH DECELIA X TOV 9 5599945 5505599945 B FAA Not testing
6 |CUADRA DENISE D BUD 9 5242922 599570425X P FAA Not testing
7 |FERGUSON JESSICA K TOV 9 5792959 590294240X B FAA Not testing
2 |GORDON CHARLES G BUD 9 0097457 5900097497 P FAA Not testing
9 |HODGE JONATHAN J MAR 9 0545779 5800545779 A FAA Not testing
10 JORGE SHELLA CON 9 5529225 599257474X B FAA Not testing
11 |RODRIGUEZ JAMES TOV 9 2579255 5802579255 B FAA Not testing
12 RODRIGUEZ RICARDO TAP 9 5770440 592479592X A FAA Not testing
13 | ALAS JORGE E DAT 9 0599472 5500599472 1 LEP FCAT9
14 ALVARADO JOSEFINA M PEN 9 9929240 007744272X 3 LEP FCATS
15 ANDION LISSA F DAT 9 0540027 5500540027 4 LEP FCATS
16 AVILA STEVEN PEN 9 0095275 772099929X 3 LEP FCATS
17 BENITO MANUEL c DAT 9 0542774 5500542774 4 LEP FCATY
18 BETANCOURT LEANET CRA 9 0544499 5900544499 4 LEP FCATS
19 BLANCO ANAIVI s LOE 9 0540425 5500540425 3 LEP FCATS
20 BORRERC JENNIFER FIN 9 0595945 5900595945 1 LEP FCAT9
21 BREA ERNESTO A DAT 9 0595422 5900595422 1 LEP FCATS
22 |CABRERA CRISTHIAM cox 9 0594225 5800594225 2 LEP FCAT9
23 CARDENAS GRETTER o Cox 9 0099054 5900099054 2 LEP FCATS
24 |CARDOZO DANIELA v DAT 9 0540459 5500540459 1 LEP FCAT9
25 CARRANZANA MADIJERY DAT 9 0549954 5900549354 4 LEP FCATS
26 |COLLAZO JONATHAN M FOR 9 7425277 592929542X 1 LEP FCAT9
27 CRUZ GILBERTO Cox 9 0547409 5900547409 2 LEP FCATS
WM 4 b M| Sheetl Shest2 - Sheetd %1 o | m
Ready

" Ofive Garden Kalian ... 7 (2 unread) sttnet.. | B SompleMasterfist | ) MASTERS20LIST%2... Technology Tools f...

After all of the students have their testing assignments, sort the list by grade, “Curr Grp”, and then “last”
name to create the room assignments.
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Assigning Students to Rooms

Creating a Pivot Table

The master list sorted by each student’s last name, grade, curriculum group, and the test the student
will be taking. Counting out how many rooms for each curriculum group/grade (SPED 9" grade, SPED
10" grade, ELL ot grade, Standard 10" grade, etc) can be a tedious and very time-consuming task if one
has to look at the entire master list to do this. Time is saved by using a pivot table instead. A pivot table
is a tool built into Excel which will quickly count how many students are in various categories.

To create a pivot table, first create a table with your data. Do this by clicking any cell in your master list
and then holding Ctrl-T. Excel will create a frame around all the data that will appear as a blinking
dashed line and a window will appear as shown below. Scroll down to make sure that Excel is creating
the boundary around your entire data. If it is only making a frame around part of your data, go back and

delete any empty rows and/or columns and repeat this step. If the frame includes all the data, click
”Ok”.

d - :
Home Insert Page Layout Formulas Data Review View '9)
iz From 5 ) Lb) Connections T Or i Clear 5 =] Data validation v & =
g From Web — % Properties e % Reapply Consolidate =
*| From Text Flcl.:-l‘l.n C;tjm i o s F!E;fIIIESh == Edit Links 1 e 7 Advanced ’T:I’:Tlﬁn' [,’:Ewll]?- P WhatIf Analysis b LanCp e
EE| Sources C 5 - Columns Dupli ¥
Get External Data Co ns & Filter Data Tools Qutline
| 85 - fe| g 2
F5H) MASTER LIST WITH MOCK STUDENTS = =
A B Where is the data Far your table? H ! J K L M N |
1 LAST =1 FIRST -1 : ES ¥ | ESOL~ Curr Gr~!|TEST ~ |
2 ALCANTARA ME'SHARI A FAA Not Testing
3 BRYANT ALEXANDER B FAA Mot Testing
4 |BURCH DECELIA B FAA Mot Testing
5 |FERGUSON JESSICA B FAA Not Testing
6 HODGE JONATHAN A FAA Mot Testing
7 |JORGE SHELLA B FAA Mot Testing
8 RODRIGUEZ JAMES TOV 9 5902579255 B FAA Mot Testing
9 RODRIGUEZ RICARDO TAP 9 ST70440N\g02479592% A FAA Mot Testing
10 |ALAS JORGE E DAT 9 0599472 5900599472 1 LEP FCATS
11 ALVARADO JOSEFINA M PEN 9 9929240 007744272 3 LEP FCAT9
12 | ANDION LISSA F DAT 9 0540027 5900540027 4 LEP FCATS
13 |AVILA STEVEN PEN 9 0095275 772099929X 3 LEP FCATS
14 |BENITO MANUEL C DAT 9 0542774 5900542774 4 LEP FCATS
15 |BETANCOURT  LEANET CRA 9 0544499 5900544499 4 LEP FCATS
16 |BLANCO ANAIVI S LOE 9 0540425 5900540425 3 LEP FCATS9
17 |BORRERO JENNIFER FIN 9 0595945 5900595945 1 LEP FCATS9
18 |BREA ERNESTO A DAT 9 0595422 5900595422 1 LEP FCATS
19 |CABRERA CRISTHIAM COX 9 0594225 5900594225 2 LEP FCATS
20 |CARDENAS GRETTER o} COX 9 0099054 5900099054 2 LEP FCATS
21 |CARDOZO DAMNIELA ) DAT 9 0540459 5900540459 1 LEP FCATS9
22 |CARRANZANA  MADIERY DAT 9 0549954 5900549954 4 LEP FCATS
44 kb finished master original . Sheet3 %1 E- 1l _II
Point EEET e ()
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The master list will now appear with alternating blue/gray rows which will be easier to read. More
importantly, making the data a table will ensure that any updates you make to the master list will be
reflected in the pivot table without any future problems. Now change the name of the table to
“Master” (spaces are not allowed) in the Table Name box.

=, = Microsoft Excel Table Tools — eI
—) Home Page Layout Formulas Data Review WView Design '3@
Table Mame: i3] Summarize with PivotTable % ) | Header Row First Column -
Table2 @ Remove Duplicates Total Row Last Column -
0 Resize Table || f7) Convert to Range Bepont RefEsh o2 Uniink #| Banded Rows Banded Columns =
Froperties Tools External Table Data Table Style Options Table Styles
[ AL - fe | LasT =
EZM] MASTER LIST WITH MOCK STUDENTS - =
A B C D E F G H 1 J K L M N 1
1 =] M S o | TEST - t
2 |ALCANTARA MNE'SHARI A SEA 9 2545579 595574504X A FAaA MNot Testing
3 [BRYANT ALEXANDER K CON 9 2749547 594294505X B FAM Not Testing
4 [BURCH DECELIA X TOW 9 5599945 5905599945 B FAA Not Testing
5 |FERGUSON JESSICA K TOW 9 5792959 590294240X B FAA Mot Testing
5 |[HODGE JOMNATHAM J MAR 9 0545779 5900545779 A FAA Mot Testing
7 [HORGE SHELLA CON 9 5529225 599257474X B FAA Mot Testing
8 |RODRIGUEZ JAMES TOWV 9 2579255 5902579255 B FAA Not Testing
9 |RODRIGUEZ RICARDO TAP 9 5770440 592479592X A FAn Not Testing
10 [ALAS JORGE E DAT 9 0599472 5900599472 1 LEP FCATS
11 |[ALVARADO JOSEFINA M PEMN 9 9929240 007744272X 3 LEP FCATS
12 |ANDION LISSA F DAT 9 0540027 5900540027 4 LEP FCATS9
13 |AVILA STEVEMN PEN 9 0095275 772099929X 3 LEP FCATS9
14 |BENITO MANUEL c DAT 9 0542774 5900542774 4 LEP FCATS
15 |BETANCOURT LEANET CRA 9 0544459 5900544499 4 LEP FCATS
16 |BLANCO AMNAIVI s LOE 9 0540425 59500540425 3 LEP FCATS
17 |BORRERO JENNIFER FIN 9 0595945 5900595945 1 LEP FCATS
18 |BREA ERNESTO A DAT 9 0595422 5900595422 1 LEP FCATS9
19 |CABRERA CRISTHIAM COoX 9 0594225 5900594225 2 LEP FCATS
20 |CARDEMNAS GRETTER Lo} COX 9 0099054 5900099054 2 LEP FCATS
21 |[CARDOZO DANIELA W DAT 9 0540459 5900540459 1 LEP FCATS
22 |CARRANZANA MADJIERY DAT 9 0549954 59500549954 4 LEP FCATS9
4 4 v v | finished master original . Sheet3 -~ #1 [ I
Ready Average: 641302286 Count: 9266  Sum: 1.5449g-12 | [EH|O 10036 (=)

Figure 6: Your master list is now a TABLE.

Now click on any cell in your table (Master), select the “Insert” tab, click the “Pivot Table” icon and
select “Pivot Table” from the pull-down menu.

Microsoft Excel Table Tools = =
ge Layout Formulas Data Review View Design (7]
3 =
P2 ul e Syl @ 2 A4 |4 = 2
Te Clip Shapes SmartArt | Column Line  Pie Bar  Area Seatter Other | Hyperlink | Text Header WordArt Signature Object Symbaol
Art - - - - - - - arts ~ Box & Footer  ~ Line ~
(5] PivotTable f——i Charts = Links Text
d 5 Puotchat | v L f= | BRYANT [=
EZH] MASTER LIST WITH MOCK STUDENTS - =
LAST FIRST M HR GR 1D ss ESE ESOL Curr Grp TEST L M N |
2 ALCANTARA MNE'SHARI A SEA 9 2545579 595574504X A FAA Mot Testing |
3 [BRYANT -ALEXANDER K CON 9 2749547 594294505X B FAA Mot Testing
4 BURCH DECELIA x TOV 9 5599945 5905599945 B FAA Mot Testing
5 |FERGUSON JESSICA K TOV 9 5792959 590294240X B FAA Mot Testing
6 HODGE JONATHAN J MAR 9 0545779 5900545779 A FAA Mot Testing
7 |JORGE SHELLA CON 9 5529225 599257474X B FAA Mot Testing
& RODRIGUEZ JAMES TOV 9 2579255 5902579255 B FAA Mot Testing
9 |RODRIGUEZ RICARDO TAP 9 5770440 592479592X A FAA Mot Testing
10 |ALAS JORGE E DAT 9 0599472 5900599472 1 LEP FCAT9
11 ALVARADO JOSEFINA M PEN 9 9929240 007744272X 3 LEP FCAT9
12 /ANDION LISSA F DAT 9 0540027 5900540027 4 LEP FCATS9
13 AVILA STEVEN PEN 9 0095275 772099929X 3 LEP FCATS9
14 BENITO MANUEL c DAT 9 0542774 5900542774 a LEP FCAT 9
15 BETAMNCOURT  LEANET CRA 9 0544499 5900544499 a LEP FCAT9
16 BLANCO ANAIVI s LOE 9 0540425 5900540425 3 LEP FCAT9
17 | BORRERO JENNIFER FIN 9 0595945 5900595945 1 LEP FCATS9
18 BREA ERNESTO A DAT 9 0595422 5900595422 1 LEP FCATS9
19 CABRERA CRISTHIAM cox 9 0594225 5900594225 2 LEP FCAT9
20 CARDEMNAS GRETTER o cox 9 0099054 5900099054 2 LEP FCAT9
21 CARDOZO DAMNIELA \ DAT 9 0540459 5900540459 1 LEP FCAT 9
22 CARRAMNZANA MADJERY DAT 9 0549954 5900549954 4 LEP FCATS9
23 |COLLAZO JONATHAN M FOR 9 FA25277 592929542K 1 LEP FCATS9
TR finished master original .~ Sheets -~ ¥ 0 | I 0]
Y [EEE==1 s Ty TR ) E——e
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A “Create Pivot Table” window will now appear. It will 2l

Choose the data that vou want to analyze

default to the table you are currently at (Master) and to

% Select a table or range

showing the Pivot Table in a new worksheet. Click “OK”. TablejRange: [T

" Use an external data source

Choose Commection, .. |

Connection name:
Choose where vou want the PivotTable report to be placed
% Mew Worksheet
"~ Existing Workshest

Location: Eﬂ

g

A new sheet appears like the one below. To rename the sheet, locate the sheet name tab on the
bottom, right-click the sheet name, select “Rename”, and type in the new name “Pivot Groups”.

(Og) |9~ )+ Microsaft Excel PivatTable Tools = =

Home Insert Page Layout Formulas Data Review View | Options Design

PivotTable Name: | Active Field: = || # Group Selection || 9 4] o] (a5 o= 5] =] +
ik Wil | B B | BE E e e T

PivotTablel ¥ Ungroup
X - i —= - X ‘{\.1 Sort Refresh Change Data || Clear Select  Move PivotChart Formulas OLAF Field +/- Field
[ Options ~ % Field Settings = || €] Group Field : - Source ™ - - PivotTable - toals List 'Buttons!Headers
PivotTable Active Field Group Sort Data Actions Tools Show/Hide
| A3 - (> fe | 3
E2H) MASTER LIST WITH MOCK STUDENTS PivotTable Field List Al
A B C D E F G H | J K L |
a1 Choose fields to add to report: Iﬁ M
2 OLasT
OFIRST
3 O
4 OHr
5 Ocr
i To build a report, choose Om
7| fields from the PivotTable Oss
8 Field List Lese
3 CJEsoL
10 [ Curr Grp
TEST
ul o
12| =
= ] Insert...
13 | = /
= { — Delete Drag fields between areas below:
L \  — P W Report Filter  column Labels
15 _ Rename <«
16 S Mave or Copy..
17 QTJ View Code
18 [y Protect Sheet..
19 Tab Color » 1 Row Labels E  Values
2l Hide
21
22
Friched = N Select All Sheets =
L L nished master Shaetl | She l-.
N 7 [] Defer Layout Update
Ready
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Now click “Curr Grp” on the Pivot Table Field List at the right and drag it into the box labeled “Row
Labels”. All of the curriculum groups (SPED, ELL, STANDARD, and FAA) will appear on your sheet in rows.

I-/; Lﬂ Ly R ¥ Microsoft Excel PivotTable Toals =
i | | =
Home Insert Page Layout Formulas Data Review View Options Design L7
— — = 1 ] || Sa - - A
B E -lu -|A & |F = =|®| |5 | cenenl M *j‘ % Ejﬁ S = Al ﬁ
= 53 oA = 3 o Delete - J v
Paste - - - = - $ - % » ||%8 5%8(|/| Conditional Format Cell o Sort & Find 8
- — | ERllIE =Ml e Formatting = as Table = Styles ~ [HiFormat - || 2~ Fifter - Select~
Clipboard ™ Font P} Alignment P} Mumber Pl Styles Cells Editing
| A3 -3 13 | Row Labels E
E5H] MASTER LIST WITH MOCK STUDENTS PivotTable Field List T x
A B C D E F G H | J |
a Choose fields to add to report: lﬁ M
2 OLasT
[Fow Labels o
3 |Row Labels ~ | OM
4 |FAA Ore
5 |LEP Ocr
6 LEP_FAA Om
7 SPED Oss
8 |Standard [CEse
9 |Grand Total [CJesoL
10 > [ Curr Grp -
TEST
11 o
12
13
Drag fields between areas below:
14 ¥ Report Filter " Column Labels
15
16
17
18
19 1] Row Labels X values
20 > Curr Grp A
21
22
M4 F M finished master Sheeti | Pivot Group - Master List Sheet3 ¥ |-_ L
Randu =T Ml anaasas =) ! e

Then click “Curr Grp” in field list again and drag it into the box labeled “3 Values”. The total number of
students in each Curriculum Group will appear next to each group. For instance, the example below
shows that there are 134 LEP students, 165 SPED students, 706 Standard Curriculum students, etc.
However, it still does not show how many of the 134 LEP students need the 9" grade test and how many

I./tu_—j = s Microsoft Excel PivotTable Tools - = x
(Ba M Tl Ol — -
= Home Insert Page Layout Farmulas Data Review View Options Design (e
= == ) ) || 2= = - A
= A cation A A (== =8| S |cenera - ﬂ #‘tﬂ ‘;Z 57 Insert 2 7 l?a
= E3 = = — % Delete - || (@]~ &
Paste B 7 U~ E - A= = i= + [% = % » |[%8 :%| | conditional Format Cell || .. Sort & Find &
7 ||l ‘ Il ) =Rl Lkl Formatting - as Table - Styles = || Fod Format = || 2~ Fijter - Select -
Clipboard ™= = Alignment = Mumber = Styles Cells Editing
‘ A3 - (2 I | Row Labels E
] MASTER LIST WITH MOCK STUDENTS PivotTable Field List =
A E c D £ E G H 1 4 =
. Choose fields to add to repart: =
ClLasT
CIFIRST
3 |Row Lahels |Count of Curr Grp Om
4 [FAA 13 Ok
5 |LEP 134 Oer
6 |LEP_FAA 1 oo
7 |sPED 165 Css
8 |Standard 706 [JEese
9 |Grand Total 1025 CJEsoL
» | Ecurrerp
>
CJTesT

Drag fields between areas below:
W Report Filter #H Column Labels

N\

19 £ Row Labels = values

v

Curr Grp - Count of Curr... =

M4 M finished master Sheetl Pivot Group Master List Sheet3 ¥ I

"] Defer Layout Updats Update
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need the 10" grade test, for example.

To determine students by test type, click on “Test” from the field list and drag it into the box titled
“Column Labels”. The example now shows that out of the 134 LEP students, 37 will need the 10™ grade
FCAT, 62 will need the gt grade FCAT, and 35 students will not be testing.

’3;\- = = Microsoft Excel PivotTable Tools -ax
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Analyze these numbers carefully to determine the number of classrooms needed for each
test/curriculum group. Be sure to take into account the number of available seats/tables in each room,
the students to test administrator/proctor ratio, and the size of your classroom. It is a good idea to
assign extended time students to a wing of the building where they will be able to work with as little
interruption from the rest of the school population as possible. Pay particular attention to the number
of SPED students you assign to each room and to the mix of students within each SPED room. Also take
into account the particular testing accommodations on each student’s Individual Education Plan (IEP),
the number of available Sign Language Interpreters, the emotional/behavioral needs of certain students,
etc. Good communication with your SPED chairperson is essential.

Keep at hand multiple copies of your school’s “floor plan” and pencil in where the various testing rooms
will be located based on the numbers from the pivot table. Assign test administrators/proctors to
rooms and relief personnel to hallways. Because testing often runs for various days, and not all of the
students test on the same days, create a “testing floor plan” for each day. Also, begin making a lunch
schedule that will provide minimal disruptions to your testing rooms. Color-coding your “testing floor
plan” will permit you to easily inform staff about their individual testing assignments during the training
17



meeting. Providing copies for security and cafeteria staff will help minimize disruptions, particularly

during lunch. Below is a sample “testing floor plan”.

Tuesday - March 9, 2010 FCAT Testing Rooms

Reading

y Restrooms
Main Office Elevator
Stairs Student Services
E Building (2™ Flo
g - § Stairs
= =
3 3o £30| 2o2n | D53y |E3g| Baf
238 B2 | Eigd Ine| fxdn| Hgn (300 e
o L T o [
g I BRI E
Sanchez
Tesl E236 oA
esting
Office || Read ELL gz
E238 Cuesta Restrooms =2 o
Elevator §= ?
=2=
201 £33

K ey C Building

9% Grade
10% Grade C25.SPED Escobar/ Salter/ Lopez- SPED
Extended Time Individual Tes!

In elementary and middle schools, most students will probably be testing with their homeroom
teachers. However, in a high school, you may have to allocate rooms for your non-testers as well since
homerooms are not homogeneously grouped by grade. Itis a good idea to have an extra set of eyes
look carefully at your rooms and numbers to create the best possible plan. Be prepared to show your

“testing floor plan” to an administrator for review.
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Copying and Pasting Room Assignments

Once the plan as to which rooms and test administrators will be used each day is finalized, assign
individual students to each testing room. For this demonstration, students will be assigned a test room
and test administrator for the Reading test only. Repeat these steps for those students needing other
tests.

Select the sheet containing the Master Table. Then add in columns titled “RmRead” (for Reading room
numbers), “ReadTA” (for Reading Test Administrators), and “Read Act” (for the name of the test
administered). Note: The Reading Activity column is useful to further categorize non-testing students.
Some may be going on a field trip, some will be in a supervised area. Filter your table so that it shows
only one curriculum group and grade. For example, to assign 9" grade ELL students a classroom, filter
the “Test” column so it only shows “FCAT 9” and filter the “Curr Grp” column so it only shows “ELL”.
Since students will be assigned to rooms in alphabetical order, sort by last name, then first name, and
then middle initial.
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There are 62 ELL 9" grade students listed alphabetically. For this example, the first 20 will be assigned
to room 101 with Mr. Lucas, the second 20 to room 102 with Ms. Leia, and the remaining 22 students to
room 103 with Mr. Skywalker. Type in the information for the first student. Then copy/paste so the first
20 students in alphabetical order have the same room, test administrator, and test for that day.
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Then filter the “Rm Read” column so it only shows “Blanks” (students who have still not been assigned a
room but still meet our criteria (9" grade ELL) and assign the next 20 students a room.
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Figure 7: Note the total at the bottom has now changed to show the 42 students who have still not been assigned a room.



Continue to assign students to testing rooms in this manner until every student is accounted for.

Elementary and middle school test chairs would assign the majority of their students through

homeroom, by filtering the “Curr Grp” column to only show “Standard” and then sorting by Homeroom

and then by last name. High School test chairs may have to assign non-testers to non-testing rooms;
non-testing students’ rows might read “Auditorium, Johnson, Not Testing” for example. Though itis
more work, assigning every student in a high school a room for each day of testing helps ensure that

non-testers will not disturb your students who are testing.

Once every student has been assigned to a room, create another pivot table to double check the room

counts and curriculum groups. Because information has been added to the Master Table, the data must

be refreshed so that any pivot tables made before or after our additions will contain the new

information. To do this, select the “Data” tab from the menu and click “Refresh All”.
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Next click any cell inside the Master Table and then select the “Insert” tab and click “Pivot Table”.

Leave the default options and click “ok”. From the field list, click and drag “Curr Grp” into the Row

Labels. From the field list, click “Rm Read” and drag it under “Curr Grp” into the “Row Labels” box also.

This will show where each curriculum group will be located and then break it down into the various

rooms being used for particular curriculum group. Also from the field list, click and drag “Read Act” into

the “Column labels” box. Finally click from field list, “Rm Read” and drag it into the “Y Values” box.
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This pivot table view allows the user to double check room assignments quickly. In the screen above,
notice 19 ELL students in room 201 will be taking the 10" Grade FCAT test and the other 18 ELL 10"
graders will be in room 202. Study this pivot table carefully and compare it to your “testing floor plan”.
Also, make sure that you did not inadvertently mix curriculum groups. For example, extended time
rooms should not have Standard curriculum students in them.

If you have to make any corrections in the Master Table, be sure to select “Data” tab and “Refresh All”
so the changes will be reflected in the Pivot Table. Note that pivot table values do NOT automatically
change unless the data is refreshed.

Once the room counts are correct, double check the test administrators in each room. From the field
list click and drag “ReadTA” under “Rm Read” in the “Row Labels” box.

!-’t-n_ﬁ Lﬂ ) -~ |5 Microsoft Excel PivotTable Tools = =

Home Insert Page Layout Formulas Data Review View | Options Design

L2
PivotTable Mame: || Active Field: - = Group Selection 'El E @ :] ji/ j; j;ﬁ i j?x ._‘__-! 3 3 ﬁ
PivotTable7 Rm Read <@ Ungroup I \—t’i |J e
Field +/ Field

- il Sort Refresh Change Data Clear Select Maove PivotChart Formulas OLAP

E5F Options ~ oﬂ Field Settings £7] Group Field - Source ™ - ~  PivotTable - o List |Buttons/Headers
PivotTable Active Field Group Sort Data Actions Tools Show/Hide

| A4 - £ | 800 ¥
2] MASTER LIST WITH MOCK STUDENTS PivotTable Field List T X
A B C D E F G H I : |
Choase fields to add to report: 'J'E T
1 Count of Rm Read Column Labels| ~
-
2 Row Labels | * |FCAT Read Gr 10 FCAT Read Gr9 Not Testing Grand Total aw
3 =ZFAA 19 19 DR
4 = 800 I 10 10 b
] Om
5 Obama 10 10 Oss
6 =801 9 9 Cese
7 McCain 9 9 [JEsoL
8 | ZLEP 37 62 35 124 Curr Grp
< =101 20 20 OTest
10 Lucas 20 20 _ | |¥Rm Read
1 =102 20 50 > [ ReadTA =l
12 Leia 20 20 ReadAct hd
13 =103 22 22
Drag fields between areas below:
L Skywalker 2 2 “ Report Filter ] column Labels
15 =201 19 19 e -
16 Diaz 19 19
17 =202 13 18
18 Fernandez 18 13
19 =IMedia Ctr a5 a5 ] Row Labels ¥ Values
20 Chavez 35 35 Curr Grp hd CountofRm... *
21 FLEP_FAA 1 T Pr| RmRead hd
22 =800 1 1 Ready e
M 4 b M| finished master Sheet1 Pivot Group | Pivot Rooms . Master List Sheets ¥ L0 [ Defer Layout Update
Ready u@ o I___lm (:) 0 @
| @BCRUNOBAQ ISR AEE OF=LL IO
ﬁ’l_] Technology Tools fara T... | Eﬂ Masker Yolume ”ﬁ;‘ Microsoft Excel \_) Spring FCAT (-3 %

23




The pivot table may seem a bit confusing because it shows the room count next to the room number
and next to the test administrator. To fix this click a room number, select the “options” tab and click
“Field Settings”. When the new window appears, change “Subtotals” to “None” and click “ok”.
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Mail Merges

Mail Merge is the joining together of two sources of information into a single document, usually a list of

names and a standard letter to whom a personalized copy of the letter must be sent. This is most

commonly done in creating address labels or creating a form letter. Only certain details on the letter

change, for example having the same form letter addressed to a number of different people. For testing

purposes, the mail merge feature can be used for room assignment letters, passes, or letters to send

home to parents regarding the students’ accommodations. You would create one copy of the letter and

another file with a list of the data elements that need to be inserted into the letter.

Begin in Excel with the master list which will be our “source data”. As you will see, each column has a

header or field. These fields will act as placeholders for our unique data in our form letter. Make sure

your Excel file is SORTED according to the order you would like the letters printed out.

Al Jx | LAST

A B C/l D | E F G H
I, LLAST FIRST M HR GR ID S5 ESE |
2 |BURGOS NELSON D JADY] 12 9455729 599724424X
3 |DELACRUZ JASON ADY| 9 5425770 592742074X )
4 DEVARONA JOSEPH B | ADY] 10 4455904 594245245X )
5 |FELDER JULIO k| ADY| 9 5974529 599599592x I
6 HOUSTON TERRENCE D | aDY| 12 4549074 599022972x K
7 |MARSH ANGEL S | ADY] 10 5720952 595922995X )
8 |MORILLO MICHAEL 3 | ADY| 12 0599072 5900599072
9 |NUNEZ WILLIAM E|apy| 9 5947522 592575000X J
uﬂ MATA JULIO A | ARB] 10 0547495 5900547495

Figure 1 — In this example, we have sorted according to HR as this is the order the letters will print out.

Once the Excel file is ready, save and close it. Next, create the form letter. Blank spaces should be

placed where personalized information will go:

August 27,2010
<

HR:
TO:

FROM:
SUBJECT:

GR:
10

Ms. Sierra, Test Chairperson

ROOMASSIGNMENT FOR FCAT

The Reading and Math portions of the FCAT will be administered Tuesday. March 10" and

Wednesday, March 11" The Science FCAT will be administered on Thursday, March 12
If any information is incorrect, please see Ms. Sierra oryour counselor immediately. |f you have
not passedthe FCAT and have not been assigned a room number, ses Ms. Siera.

o Everyonewillreportto 1%t period ALL THREE DAYS for attendance.
o At7:50, youwill be told to move to your test room

DATE

ROOM/AREA

TESTPROCTCR

TEST/Activity

Tuesday. March 10, 2009

Wednesday. March 11, 2009

Thursday, March 12, 2009
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From the menu, select “Mailings” tab, click on Start mail merge, then select Step by Step mail merge
wizard

i~ - FORM letter [Compatbility Mode] - MICrosoit Word non-commercial use - o X
Inset  Page Layout Maiings | Review  View  POF
T I Ty - I
& <7 Maten Fields +’]Find Redipient pis
"t Select Edit Highlight  Address Greeting Insert Merge Finish& | Create

Preview
e~ |Recipients  Recipient List || Merge Fields Block  Line Field- |2 Update Labels || pesuts | -3 Auto CheckfarEnors || Merge - || Campaign
] Write & Insert Fields Preview Results | Finish | Marketing

A Letters
G E-Mail Messages
Enytlopes... Select document type

Labels...
Directory

Hormal Word Document

GR
D

FROM Ms. Sierra, Test Chairperson

SUBJECT: ROOM ASSIGNMENT FOR FCAT

The Reading and Math portions of the FCAT wall be administered Tuesday. March 10" and
Wednesday. March 11 The Science FCAT will be administered on Thursday, March 12*

If any information is incomect, please see Ms. Siema or your counselorimmediately. If you have
not passed the FCAT and have not been assigned a room number, see Ms. Siemra.

o Everyone willreport to_1* period ALL THREE DAYS for attendance

A AT AN voniwill ha tnld ta mava ta uniir tect rmom

/

You will see the mail merge wizard dialog box to the right of your screen.

® Step 1 of 6: Choose Letters for the Document type
® (Click Next: Starting document.

® Step 2 of 6: Choose “Use the current document”
® Click “Next: Select recipients”

® Step 3 of 6: Click “Browse” to select Excel file (your data source file)

o icae

1 Marketing

(@ Use an existing list

O Select from Outlook contacts
O Type a new list

.* Use an existing list

Use names and addresses from &
file or a database.

] Browse...

= Edt recipient kst
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® Select the correct sheet and click OK

© Use an existing st
O Select from Outlook contacts
QO Type a new list

Select Table

Name Description  Modfied  Crested  Type - -
August 27 2010 Jiifsheet1 | 12:00:00 AM  12:00:00 AM  TABLE Exdsting
o [ sheet2$ 12:00:00 AM  12:00:00AM TABLE gmmm.a
HR [ sheetas 12:00:004M 12100100 AM  TABLE >
TO = Edt recipient kst
] i | @
(] First cow of data contains coksmn headers o ][ comca ]
FROM T T TE ST T g
Oy iz - &
> Home  Inset J
4 - | Select or de-select recipients | £ Dbl Syl T
| i Frebds
Enwelopes Labels  Start N Prev . .
e — Access drop down list to filter
Creste Start Mad Merge
This s the recpuents that will be used N your merge. v T U Mad Merge .
-~ Select reciplents
. (®) Use an exsting st
MASTER UISTWIT... [V DEVARONA  JOSEPM [ o 10 RN 5245245 O Select from Outiook contacts
MASTERUISTWIT... [V FELOER o X o 9 S IR O rpesnein
MASTERUSTWIT... [V MOUSTON  TERREWE O o 12 A 599022972
MASTERLISTWIT... [V MamsH ANGEL s o 10 ST SIS Use an exdsting st
August 27 |wstrustwir.. P meno  mowa ) o 12 9072 9005907
MASTERUISTWIT... (¥ munez WILLAM € o 9 SMISR2  SRSTS000 Use names and addresses from o
MASTERUISTWIT... [¥ mara P A e 10 A SR0054T49 fie or & database.
HR WSTERUSTWIT.. (¥ PUBMO WS A B 10 SRIB TS e
MASTERLISTWIT... [V RODRIGEZ 210 F L] 10 s SH0004R9
To :“"quw 9 mrses AN v L " oosa ‘.'"*’ 1“ %t
Data Source Refre recguent kst
MASTER LIST WITH MOCK STL st
Le [ . .. .
FROM B Snd s Refine recipients list
SUBJECT: Sl o
T voldate adbesses...
The Readng &
Wednesday ) (=]

If any information 1s mcomect. please see Ms Sierra or your counselor mmediately  If you have

This opens the Mail Merge Recipients dialog box. Here you can select which recipients to include or
deselect by unchecking the check box by the name. You can sort and filter the list using the drop-down
list located on each field name indicated by the triangular black arrow. Note there are also links to Sort
and Filter or Find Duplicates and recipients in the “Refine recipient list” section.

Now you are ready to insert the merge fields into your letter. First place your cursor where you need to
insert a field. Select Mailings tab and click on Insert Merge Field. The merge field will appear where you
have placed your cursor:

@ L B DA VA FORM letter [Compatibility Mode] - Microsott Word non-i
Home  Inset  Pagelayout  References | Mailings | Review  View
e Bo@s= iz = ARl
*J 37 Mateh Fields $JFind Recipier

Envelopes labels  Start Mail  Select Highlight Address Greenng}hu« e
Merge = Recipients = Reavlem List | Merge Fields Block  Line Field~ | 2] Update Labels || Results Y Auto Check f

Create Start Mail Merge Write & LAST Preview Resuits
- — FIRST

M
HR
GR
D

ss
\wst 27,2010 ESE
i ESOL

TEST
RM_READ

GR RTA

TO
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Repeat procedures and place the merge fields where needed throughout document.

('55 -G FORM letter [Compatibility Made] - Micrasoft Word non-commercial use - |\ %
=/ Wome  inset  Pagelayout  References | Maiings | Review  View  POF ]
= T B E @ [P Rules - [CRR! SECT I e,
=) SE oy B 3 2 =l 2, Maten Fields £2]Find Redpient R
Ervelopes Labels | Sturtmal  sdea  Ean FIGRTONE | Addrets Gresting Insert Merge Preview rinin e || _create
Merge = Recipients - Recipient List | IMerge Fields| Block  Line Field - ) Update Labels || Results | & Auto Check for Ermors || Merge - || Campaign
Create Start ai Merge Wilte &nsert Felds Preview Results Finish | | Marketing
e & rmiviorgs
HR«HR» Select recipients
@ Use an existing list
TO  KLAST» KFIRST» eM» O HiEmer e
. o 1o Oboak enkarts
D «lb» O Typs anawlst
Use an eriating st
Iy,
FROM Ms. Sierra, Test Chairpersan R a0
[shest14] n 'masTER LisT wiTH MOl
SUBJECT: ROOM ASSIGNMENT FOR FCAT]| Bl
& £k rocilrt k.
The Reading and Math porions of the FCAT will bs administered Tussday, March 100 and
Waednesday March 11" The Science FCAT will be administerad on Thursday, March 12
F any Information s Incomuct, please ses M, Slern of your counsslor immecistaly. It you have
not passed the FCAT and have not b assigned a room number. ses Ms Sierra,
© Everyone will report to_1% perlod ALL THREE DAY for atiendance
© At750, you will be told t6 move to your test raom
DATE ROOMAREA | TESTPROCTOR | TEST/AcHvity
Tuesday, March 10, 2009 «RM_READ» “R_TA» “READ_ACT»
Wednesday, March 11, 2000 | WRM_MATHY WN_TA» WMATH_ACT»
Thursday, March 12, 2000 “RM_SCl» WSTAY WSTA» Stepg ol
_ [Prr———

Click on Preview Results and the arrow to view different recipient information in the document.

Do)\ H9- 8 ' FORM letter [Compatibility Mode] - Microsoft Word non-commgial use
ca)

Home  Insert  Pagelayout  References | Mailings } Review  View  FDF

@l [5? Rules ~

9% Match Fields
Envelopes Labels | StartMail  Select Edit Highlight Address Greeting Insert Merge Create
Merge ~ Recipients ~ Recipient List || Merge Fields Block  Line Field= (2] Update Label Campaign

Create Start Mail Merge ‘Write & Insert Fields Preview Results Marketing

Faguoter, euiu

HRADY
TO: DELACRUZ, JASON
GR: 9
1D 5425770
FROM: Ms_ Sierra, Test Chairperson
SUBJECT: ROOM ASSIGNMENT FOR FCAT|

The Reading and Math portions of the FCAT will be administered Tuesday. March 10" and
‘Wednesday, March 11 The Science FCAT will be administered on Thursday, March 12t

If any information is incorrect, please see Ms. Sierra or your counselorimmediately. If you have
not passed the FCAT and have not been assigned a room number. see Ms. Sierra,

L1 L e LR e SV

To complete the mail merge, click on Finish & Merge and “Edit Individual Documents”.

inish
Merge =

[y EditIndividual Documents...
l% Frint Documents..,

% Send E-mail Messages...

rErrors

;| Mail Merge > x

Select recipients
(&) Use an existing lisk

© Select from Outlook contacts
O Type anew list

Use an existing list

Currently, your recipients are
selected from;

[Sheet1$]in "MASTER LIST WITH MO
] Select adifferent list...

Edit recipient list...

This will open the letters into a new file that is merged with the data source information. You can save

the letters or print.
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Preparing Security Rosters

Security rosters may also be created in Microsoft Access in a more time-efficient manner. If you wish to
use Microsoft Access to create your security rosters, please view the video demonstrations on the M-
DCPS Test Chair's Website.

To create the template in Excel, select a new sheet and rename it. In this example, we will use “FCAT Gr
9 Read Security Rosters”. Select “Insert” and then select “Header and Footer” and enter the general
information such as the school name, school number, test name, title, and date. Enter the following
prompts in the first two rows: room number, test group code, population, and test administrator’s
name. The actual room information will be entered later. Type in a number sign (#) below your test
group code and below it type the numbers from 1 to thirty-five. See sample Roster below.

!./@ =l =~ = Microsoft Excel = =
Home Insert Page Layout Formulas Data Review View @
== = =] 1 Seainsert - = -
3"’ Calibri MR SNl = General - ij" iﬁfﬂ- _;‘d EN ﬁ l?a
ESY =2 S Delete - || (8]~
Paste B £ » -z A= - ||| $ - % = ||%8 ;%8| Conditional Format Cel | . Sort & Find &
- = 4 = = — = == -89 =8| | Formatting ~ as Table = Styles - || (5l Format ~ || <2~ Filter~ Select~
Clipboard ™= Font = Alignment = Number = Styles Cells Editing
[ Aal - £ | [
2] MASTER LIST WITH MOCK STUDENTS - =
DD I Y ! L L L N B = ML B [ 1
A 5 c o E F G H i " K L ™ N
» Sunshine High School {1234) FCAT Grade 9 Reading Security Roster
March 10, 2010
1 Room: Population: )
-2 Test Group Code: Test Administrator: Click to add data
NE #
L [ 1
- s 2
e El
ik 2
-8 s
L [ 3
|10 7
11 &
[ [12 5
- 13 10
T 1
15 12
18 13
17 12
[ [18 15
- |19 16
20 17
[ [21 18
22 18
oA Pivot Group . Sheet2 . Sheet3 .~ PivotRooms Master List { FCAT Gr 9 Sec Rosters %0 [l e 0]

Readv | Page:1 of1 FE==TTe IR BT E e = i
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Under the number 35, type in secure test book distribution information. The example below shows

“Number of Grade 9 Test Books Assigned to this Room:”,” Number of Grade 9 Answer Books Assigned to

this Room:” and “Grade 9 Test Book Range Assigned to this Room”. Select the “Insert” tab, click
“Header and Footer” and place your curser in the footer section of the page. Click the “Page Number”
tool, leave a space and type “of” enter a space, and click the “Number of Pages” icon again. Once

printed, the footer will display 1 of 35, 2 of 35, etc. (for a 35 page document).

!'/C-"_g I Microsaft Excel

Header & Footer Toals

Home Layout Formulas Data Review View

=
= % j Ly 2 . ) j‘ i i i
= ] = = J Y L. e ] A A E ‘ Different First Page V| Scale with Document
Header Foot Page |Mumber Currgnt Current File File  Sheet Picture Format Goto Goto Different Odd & Even Pages |¥| Align with Page Margins
- - MNumber of Pages Dy Time Path  Mame Mame Picture || Header Footer
Header & Foote Header & Footer Elements Mavigation Options

| I S

El__] MASTER LI5T| Add the page number to the
IT header or footer, O B e B B = ey e '5|
A B C D| E F G H | ] K L M N o P
w25 22
26 23
o 27 24
i 28 25
D) 26
= 30 27
! 28
= 32 25
EE 30
N 34 31
= 35 32
36 33
= 37 34
B Ed 35
= 39 Number of Grade 9 Test Books Assigned to this Room:
o 40 Number of Grade 9 Answer Books Assigned to this Room:
a1 Grade 9 Test Book Range Assigned to this Room:
L a2
N 43
2 I_I
45
. Facter
M4k Sheet4 . Pivot Rooms Master List | FCAT Gr 9 Sec Rosters . ¥ [ Il

Select the sheet showing your pivot table room count. Filter by “Test grade”. In this example, filter

Column B and deselect all options except “FCAT Read Gr 9”.

‘./b:s [= 1 R B Microsaft Excel x
- Home Insert Page Layout Formulas Data Review View '@
= = 1 1 || Salnsert T -
£ Calibri i -|A x| === & cenena - ﬂ #‘% ‘;ﬂ" g7 inse lﬁ
53 == — 3 Delete - | [B]~
Paste B & u |- A= = |'$ ~ % [ %3 ;%8| Conditional Format  Cell 1t Sort & Find &
- = — 08>8 | Formatting - as Table ~ Styles - || [ZFormat * | &2~ Filter - Select =
Clipboard = Font (F] Alignment (F} Mumber F] Styles Cells Editing
D7 - £ | I

& MASTM]TS
A B c D E F G H 1 J K L M

1 Countof Rm Read Column Labels -7
2 |4] sotatoz Grand Total
3 |%] sotzZtoa 62
4 More Sort Options...
< W Clear Filter From "ReadAct” 20
6
Label Filters 3
7 ZDI I
Value Filters 3 L
8
g |V ] {Select All 22
10 ~[]FCAT Read Gr 10 59
{#|FCAT Read Gr 8
ihs / [INat Testing
12 18
A
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=y N H ‘) - (’ - ) = Microsoft Excel | PivotTable Tools | -ax

o) —
Home Insert Page Layout Formulas Data Review View Options Design

@
o
ﬁ & |Ca\mr| -l - |A‘ A ‘ | = General = @ E AL 5 ﬁr [ﬁ
B3 5 Delete ~ -
Paste B J U~ Sy - ~llE=E = = - % - % s |58 ;%8| Conditional Format Cell " Sort & Find &
e | i || Sl ‘ |8 % E + as Table - Styles - || (= Format ~ || (2~ Filter~ Select -
Clipboard ™ Font i Alignment i Mumber i Styles Cells Editing
| c2 - (‘ fe | Grand Total ¥
] MASTER LIST WITH MOCK STUDENTS PivotTable Field List R S
Calibri ~ 11 - A" A7 $ ~ % o+ F
[ 4] A | B _ A - < m = le| n ! | Choose fields to add to report: Q-
1 Countof Rm Read Column Lal £ B e - 9-A-w N
= LAST -
2 |Rowlabels [~ |FcATRead §r9 |Grand S frer =
3 |ZLEP Py Om
4 =101 | Format Cells... O
5 Lucas 20 MNumber Format... (e
] 21 Jg# P efresh Om
i ss
1 Leia 20 | Remoye Grand Total o
3 =103 [JESE
9 Skywalker 22 ’ CJEsoL
10 | = SPED 50 @, value Field Settings... [ Curr Grp —
11 =300 PivotTable Options... ETEST a
— Rm Rea
12 Brown 18 Hide Field List =2
13 =301
— Drag fields between areas below:
14 Gray 18 18 7 Report Filter [ column Labels
=
B =30z Readact -
16 White 18 18
17 =303
13 Black 15 15
19 | =Standard 127 127 £ RowLabels = values
20 =500 Curr Grp ~ Count of Rm ... ™
21 Potter 28 28 Rm Read hd
22| =501 Eeadiiy hd
W 4 » M| " PivotGroup . Sheet2 . Sheet3 | Pivot Rooms . Masterlist .~ FCATGr9SecResters v [N~ |

SRS

Ready |

Then right-click “Grand Total” and select “Remove Grand Total”.

Then double click the first room’s student count. In this case double click the number 20, which
represents the twenty students assigned to Mr. Lucas in Room 101. This will automatically show all of
Mr. Lucas’ testing students in a new sheet.

1) el - ) S Microsoft Excel Table Toals ——
Bl
Home Insert Page Layout Formulas Data Review View Design
Table Mame: Summarize with PivotTable % = 2 Properties Header Row First Column
= .

Tabled B Remove Duplicates % Open in Browser Total Row Last Column

Export Refresh
<[ Resize Table -.ﬁ Convert to Range = = S5 Unlink Banded Rows Banded Columns

Froperties Tools External Table Data Table Style Options Table Styles

R ] Pivot Gr Pivot Rooms Master List FCAT Gr 9 Sec Rost

Average: 579080165  Count: 267  Sum: 82633535514

| @B EO@OUEMOEQN®@ A TS

Technology Tools for & T... | (3 iTunes [ Microsoft Excel

Figure 8: All of the students' information for the room selected will appear in a new sheet.
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Because this information in needed in the Security Roster template, click Ctrl-X (cut) once it appears in
the new window, click cell B3 on page 1 of the “FCAT Gr 9 Security Roster” and finally click Ctrl-V
(paste). The information needs to be cleaned up a little bit. For example, in rows 1 and 2, fill in the

appropriate information for this room. Remove any unnecessary columns. In the example below

columns K through O were deleted, since this information was now captured at the top of the sheet.
To delete these columns, first highlight them, then right-click and select “Delete” and then select “Table

Columns”, enter.

!.fc-l‘_g = R s Microsoft Excel -gXx
- Home Insert Page Layout Formulas Data Review View '3@
T = : '3 Insert 3 - A
% Catibri -lu - |ahElliE= General e / =T ':'}‘ [ﬁ
= B I Delete o] 4
Paste /B L U~ | e A - == | % % v || %8 3%8||| Conditional Format Cell e Sort & Find &
- = — = = i Lo Formatting ~ as Table = Styles LEjFormat' &2 Filter - Select~
Clipboard ™= Font (Fi Mumber Styles Cells Editing
| H1 ~( X v A|EL
EI_] MASTER LIST WITH MOCK STUDENTS - =
L BN AN NEARF RN BEREREN BAREREl @ BAACEA LIAET L E
B D E F G H 1 K L M N [} P
. sunshine High School (1234
: M
| B
[ 2
aF # TeST_B/Rm Re Bl Readt2B| Readadi|
L4 1 9 540424 5.9Es09 LEP FCAT 9 101 Lucas FCAT Read G
5 2 DIAZ ANGELICA K FEN 9 524227 722922955X 5 LEP FCAT9 101 Lucas AT Read Gr|
~ | 6 3 DELROSAF JULID CRA 9 02004 724244702% 4 LEP FCAT 9 FCAT Read Gr
| 7 4 DELROSAF FREDERICIR Cox 9 594274 5.9E+09 FCAT Read Gr|
—| B 5 DELEON  VLADIMIR X [5e) 4 9 599529 595555470X FCAT Read Gr
L | 9 5] CRUZ GILBERTO [ve) 4 9 547409 5.9E+09 FCAT Read Gr|
10 7 COLLAZO  JONATHAM M FOR 9 7425277 592920542% FCAT Read Gr|
1 B CARRANZ! MADJERY DAT 9 549954 5.9E+09 101 Lucas FCAT Read Gr|
|12 9 CARDOZO DANIELA WV DAT 9 540459 5.9E:09 101 Lucas FCAT Read Gr
— [ 13 10 CARDENA: GRETTER O CoxX 9 99054 5.9E:09 101 Lucas FCAT Read Gr|
- 14 11 CABRERA CRISTHIAM CoX 9 594225 5.9E:09 101 Lucas FCAT Read Gr
[ [ 15 12 BREA ERNESTO A DAT 9 595422 59E+09 FCAT Read Gr|
" |16 13 BORRERO JENNIFER FIN 9 595945 5.9E+09 FCAT Read Gr
[ |17 14 BLANCO  ANAIVI 5 LOE 9 540425 59E+09 FCAT Read Gr|
[~ | 18 15 BETAMNCOL LEANET CRA 9 5444993 5.9E+09 FCAT Read Gr|
- |18 16 BENITO  MANUEL C DAT 9 542774 55E+09 101 Lucas
| | 20 17 AVILA STEVEN FEN 9 95275 T72099929X 101 Lucas
HE 18 ANDION  LISSA F DAT 9 540027 5.5E+09 101 Lucas
22 198 ALVARADC JOSEFINA M PEN 9 9929240 007744272X 101 Lucas
4 4 W[ Sheetd . PivotRooms - MasterList | FCAT Gr 9 Sec Rosters ~ . —
Enter Page: 1 of 4 | B0 s (-a_
fot| @EC@OUNMOHA I ®@ L@ E ORI
@_j Technaology Tools fara T... | =£= iTunes "E;' Microsoft Excel Q@,%
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( E% = s Rl s Microsaft Excel Table Tools -gXx
- Home Insert Page Layout Formulas Data Review View Design s
nCoIors - 3 i =] =i o4 Width: Automatic - | Gridlines | Headings = -k Ering to Front -~ |2 Align -
E] ENR = Ll S : . : :
Fonts B — ;1__|J Height: Automatic ~ ||| ¥| View | ¥ View | -} Send to Back '_%.Gr-jup
Themes Margins Orientation Size Print Breaks Background Print
- [O]Effects - - - - Area= - Titles || ] Seale: 100% 3 Print Print || Hf; Selection Pane ", Rotate
Themes Page Setup (P Scale to Fit (P Sheet Options = % cut
| K3 - Fe | Curr Grp 53| Copy
@] MASTER LIST WITH MOCK STUDENTS Iﬁ Paste
[ T T i B Paste Special...
A B C D E F G H I i K i
- | 2 Test Group Code: Test Administrator: Lucas E|
3 PR o1 iR Bk B ’
4 1 GOMEZ  ROSMERY A DAT 548424  5.9E+09 N
5 2 DIAZ AMNGELICA K PEN 524233 722922955X
6 3 DELROSARJULIO CRA 92994 724244702X SEIECE '
7 4 DELROSAF FREDERICIR cox 504274 5.9E+09 Clear Contents
8 5 DELEON  VLADIMIR X CoxX 599529 5955554 70X
9 6 CRUZ  GILBERTO cox 547400 59E+00 st '
10 7 COLLAZO JONATHAM M FOR 7425277 592929542% Filter 3
11 ] CARRANZS MADIERY DAT 549954 5.9E+09 Table »
12 9 CARDOZO DANIELA W DAT 540459 5.9E+09 —
13 10 CARDENAf GRETTER O CoX 99054 5.9E+09 i Insert Comment
14 11 CABRERA CRISTHIAM CoxX 594225 5.9E+09 ﬁ Eormat Cells...
15 12 BREA ERNESTO A DAT 595422 5.9E+09 -
16 13 BORRERO JENNIFER FIN 595945  5.9E+08 Bickbiombropedownibist
17 14  BLANCO ANAIVI S LOE 540425 5.9E+09 @ Hyperlink..
18 15 BETAMNCOL LEANET CRA 544459  5.9E+09 T I0T LUtds TCAT m:u1 Gr Y
19 16 BENITO MANUEL C DAT 542774 5.9E+:09 FCAT — P
20 17 AVILA  STEVEN PEN 95275 772099929 Egar| C2bri -1l < AT AT 8 - % 0
21 18 ANDION  LISSA F DAT 540027 5.9E+09 FCAT g 1
22 1% ALVARADC JOSEFINA M PEN 9929240 007744272X FCAT -
23 20 ALAS JORGE E DAT 599472 5.9E+09 FCAT 9 101 Lucas FCAT Re_a} Grg
24 21

To resize column width, click on the small line between the column names letters (the small line
between the letters “B” and “C”, for example). Also, select the entire columns that should be centered
and adjust the alignment. If needed, sort the student data by last name, first name, and middle initial.
Add columns for the test administrator to hand write the Attendance Code, the Test Book Security
Number, and answer book security number for each student. Adjust the page margins (in “Page Layout”
tab) as needed. Fill in the number of test books and answer books assigned to the test administrator in
the room at the bottom. Also type in the test book range given.

= Lg L R = Microsoft Excel Table Tools -8 X
o —
~ Home Insert Page Layout Formulas Data Review View Design @
Table Name: N_j] Summarize with PivotTable @ = 2 Properties V| Header Row First Column -
Tablel3 E*d Remove Duplicates = % Openin Brov Total Row Last Calumn >
Export Refresh . —
[ Resize Table ._E Convert to Range - - g2 Unlink V| Banded Rows Banded Columns -
Properties Tools External Table Data Table Style Options Table Styles
| Bag ~ (2 £ | LasT [+
@j MASTER LIST WITH MOCK STUDENTS ==

M N L] P Q
Sunshine High School (1234) FCAT Grade 9 Reading Security Roster Sunshine High School (1234]
March 10, 2010 M|
1 Room: 101 Populatior ELL
2 Test Group Code: 1101 Test Administrator: Lucas
: O LosT__ rRsT _ [m[nR JGR b | ss__ [ese|EsoL|artCode [TestBookSec# |
4 1 ALAS JORGE E DAT 9 599472 5900599472 1
5 2 ALVARADO  JOSEFINA M PEN 9 9529240 007744272X 3
(1] 3 ANDION LISSA F DAT 9 540027 5900540027 4
7 4 AVILA STEVEM PEMN 9 95275 772099929X 3
B 5 BENITO MANUEL C DAT 9 542774 5900542774 4
9 6 BETANCOURT LEANET CRA 9 544485 55005444595 4
10 7 BLANCO ANAIVI 5 LOE 9 540425 5900540425 3
11 B BORRERQ JENMIFER FIN 9 595945 5900595945 1

Figure 9: Sample 9th Grade Reading Room Security Roster
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Now that a template has been created, highlight all the cells in page 1 of your security roster and copy
(Ctrl-C) and paste (Ctrl-V) into cell Al of page 2 to create a hew roster on page 2. Overwrite the student

information that was copied to page 2 by returning to the pivot table containing your room counts and

double clicking the next testing room count. Again, the room list will appear in a new sheet.

Simply cut (Ctrl-X) it and paste it into cell equivalent to B3 (first cell below the test group code field) on

ﬁ:‘% = R =5 Microsoft Excel =R
Home Insert Page Layout Formulas Data Review View @
- STlI= . ) 1 || S=lInsert ~ E -
* Calibri 11 A AT ==|8 = General = ij % _ﬂl‘ = ‘ﬁ
=23 = 3 Delete ~ || (@]~
Paste B o -3 A= == = ~ | $ - % = |/%8 88|/ Conditional Format Cell e Sort & Find &
- == — = 98 =]\ Farmatting - as Table - Styles - || [ Format ~ || <2~ Fifter - Select =
Clipboard ™ Font F] Alignment F] Number P Styles Cells Editing
| G46 - (= e | Population: E
@] MASTER LIST WITH MOCK STUDENTS - |1
I f] 1 il Tl m—— (N ol il I i
l_ A B C D| E F G H 1 L M (8] P Q
a4
45
lof3

Room: 102

March 10, 2010

IPDéuIaIiun.!
Leia
|__ss___[ese [EsoL |Au Code |

Figure 10: Next Room's Security Roster (page 2)

ELL

Test Group Code: 1102 Test Administrator:
CO sT iRt [mHR_GR |
1 GONZALEZ MIGUEL DAT 5 545054 5900545054
2 GRISALES JUAN CRA 5 585592 079944000X
3 JIMENEZ ANDRES R COX 5 549504 5900549904
4 LEONARDO  KARLA K SEA 5 27752 5800027752
5 LOPEZ JOSUE 1 Lap ] 445545 5500449945
] MAD TATIANA DAT 9 548592 5900549592
7 MARROQUIN LISENLLY M DAT ] 57457 5900057457
B MEDIMNA MARIA A DAV 5 4452455 5504452455
9 MOGOLLON  MAYRA A DAT S 52543244 5922948925K
10 MOGOLLON  MIGUEL E DAT S 5254747 592259999X
11 MORA SASHA DAT 9 542544 5500542544
12 MORENO HECTOR cox 9 547504 5900547504
13 MUNOZ ALFREDO F COX 9 55542 5900055542
a4 NLINEZ 1INA I DAT 9 597494 5900597494
T ——— = Moctor lick | EFAT e @ Cor Dackore

R N S T

Sunshine High School (1234) FCAT Grade 9 Reading Security Roster

page 2. Update the top two rows for this room as well as the number and range of the test books
assigned to this room at the bottom. Once again, delete any unnecessary columns and keep the rest of

the formatting the same.
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Checking for Changes in Enrollment

Using the “Remove Duplicates” Tool

Select your entire Master Table worksheet by clicking on the small white triangle located in the upper
left-hand corner of your table. Copy the entire table (Ctrl-C) and paste it into cell Al of a new sheet.

1 (= B A e .] = Microsoft Excel ‘ Table Tools | =B
Home Insert Page Layout Formulas Data Review View Desiagn @
gy From Access =y L8 ||=E Connections 4] K Clear = E_‘g Data Validation ~ ¢ l =. E
= -
g From Web ST %f Properties % Reapply === [F& Consolidate = —=
) From Other |  Existing Refresh - Z| sort ilte Textto Remaov Group Ungroup Subtotal
3FromText  sources~ | Connections All= =2 Edit Links - -

7 3
o Advanced || Columns Duplicates @Whﬂl -If Analysis ~
Get External Data Connections Sort & Filter Data Tools Outline

AL (> e | Last ¥

MASTER LIST WITH MOCK STUDENTS

0522427 5.901E+09

0550497 5.901E+09 1 LEP FCAT 10 201 Diaz FCAT Read Gr 10
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Obtain an updated list of students enrolled from File Download Manager and paste it, using a different

color, underneath your Master Table.

HY9-© w Microsoft Excel Table Tools SR
Home Insert Page Layout Formulas | Data | Review View Design
iz From Access L h Ia 5] connectians N r R Clear E‘E |24 Data validation ~ * ¢£ ﬂ'_J
_\}Frum‘.'\."eb * * ” 27 Properties "‘é.)- Reapply H:-Cuﬂsolidate L L =
. From Other Existing Refresh il sort Filter 7. Textto  Remove Group Ungroup Subtotal
=] From Text Sources Connedtions All= == Edit Links 7 Advanced || Columns Duplicates Ln’PWhEtIfAnalysls' - -
Get External Data Connections Sort & Filter Data Tools Qutline E] |
| B1031 - fe | SCARLET ¥
@ MASTER. LIST WITH MOCK STUDENTS - |0
A B c D E F G H 1 J K L M N o]
1016 PEREZ ELIANA C FAl 11 0099904 5900099304 3 LEP |NotTesting MediaCtiChavez  NotTesting
1017 RODRIGUEZ  IZAJAX A SAN 12 0045952 5900045992 2 LEP |NotTesting MediaCtiChavez  NotTesting
1018 RODRIGUEZ ~ SALOME NAD 11 0075705 770909252X 4 LEP iNotTesting MediaCtiChavez  NotTesting
1019 ROJAS LEIDY F MIT 11 0055747 775249299X 3 LEP NotTesting MediaCtiChavez  NotTesting
1020 |SILVA JOSE A NAG 12 0599909 5900599909 1 LEP NotTesting MediaCtiChavez  NotTesting
1021/ TOBON LENNA F NAG 12 99595450 5909959450 2 LEP NotTesting MediaCtiChavez  NotTesting
1022 TRENCO RADHAICA R SAN 12 4299027 5904299027 4 IEP iNotTesting MediaCtiChavez  NotTesting
1023 USATORRES ~ EDUARDO TOR 12 0029390 5300029390 2 LEP NotTesting MediaCtiChavez  NotTesting
1024 VALDEZ VIRGINIA M LAM 12 0077425 775922529X 3 LEP NotTesting MediaCtiChavez  NotTesting
1025 ZHONG JOHN M  SAN 12 0550995 225552455X 1 LEP |NotTesting MediaCtiChavez  NotTesting
1026 ZULOETA AURA 2 LEP Mot Testing Media Ctr Chavez Not Testing i
102?_ FIRST mmm-m— ESOL
U ACEVEDO  [ROGER | | LOE | 10 | 0022944 |72725027x| | 4 |
ETPE) ALOMA YANDY -m 5900029954| | 3 |
0042592 |5900042592] | 2 |
0544542 | 5900544542 EN
| 10 | 0549252 |5900549252 --
| oss0as7 [so00550457] |
9 2
T FALLA DAMIAN ors7araoax| | 1 |
SUEYAFERNANDEZ |ELAINE | A | BAI | 0075272 |sso00075272] | 2 |
M 4 b M| Sheet4  Sheet5 . PivotRooms . MasterList .~ FCAT Gr 9 SecRosters | Sheet6 . #J i |0
Figure 11: Paste your new File Download Manager List in a different color underneath a copy of your original
master list copy.
" n “ H ”
Then select “Data” tab and “Remove Duplicates
= s R - Microsoft Excel g x
Home Insert Page Layout Formulas | Da Review View

g5 From Access =y Iy Ia |Es) connections Al N F " Clear
. [] [] ||| & : 7

E E =4 Data Validation ~
i!- g-:- Consolidate
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E} From Web 7 Properties {5 Reapply
From Other Existing Refresh z¢ Sort Filter Text to Remove Group Ungroup Subtotal
M FromText  sources~ | Connections || All~ =2 Edit Links A W Advanced || columns Duplicates L.l‘? What-I Analysis ~ - -

Get External Data Connections Sort & Filter Data Tools Outline F} |
| A1469 -(» fe | PORTELA Remove Duplicates =
@ MASTER LIST WITH MOCK STUDENTS Delete duplicate rows from a sheet. 1

| 4] A J You can specify which columns N o

B = D E F G H I
LJporTels  [pomoNiaU A [ HER | 9 | 5940009 [soooazsox| 4 | |
UramiRez [ateas | [ peL | 9 | 0529725 [s5900529725 K |
UyirRamos  [BRYAN | A [ cHi | 9 | 5922009 [sassosogox| k | |
UZIReNHART  [ANGEL | M [ AP | 9 | 5945592 [soazspazax| 4 | |
1473 [ anerr | [ sea | 5 [ 2575255 [oysaorarox| k | |
1474 VN | 9 | 5927942 |s5297407| |

1L YA SANCHEZ

1476 TN pauene [ m | FOR | 9 | 2059049 [sovosasorx| k [ |

1477 VY samueL [ ) | WNT | o | 9254294 [s009254204] J [ |

U JsTANEY  [caRLos | 9 | ss2a425 [sasssaossx| y [ |
LV | TALEND FRANCISCO | 9 | 2520242 [sesaseozax| k | |
Ui tapanes  [cLaupia | R [ pea | s | 2599950 |sossraozax| K | |
| 9 | 5245024 [a40s27200x] ) |
| o | 447047 [os27azasox| k [ |

| 9 | 0294974 [sosssacosx| k | |
KENDRICK uer | 9 | 5200029 [seasgpsosx| y [ |

should be checked for duplicate
information,
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The “Remove Duplicates” tool will look for duplicate entries throughout the table’s rows and delete the
second instances of any duplicate found, leaving the first entry row found . Because it is possible for
two students to have exactly the same name, click “Unselect All” in the Remove Duplicates window and
select only the ID number field and click “ok”. A window will appear with the count of number of
duplicates, click” OK”.

Remove Duplicates 2=

To delete duplicate values, select one or more columns that contain duplicates.

§§ Select Atl EE Unselect Al I > V' My data has headers

I Columns | -
™ LasT

[~ FIRsT

M

™ Hr

™ Gr

v 1D hd

0K I Cancel |

#d

Scroll back to the end of the list, to see the newly entered students (in the second color chosen) appear
at the bottom. In this case, our new student is “Clark Kent”. Because he is a SPED 9™ grader his name
and information will need to be added to a SPED 9™ grade room security roster.

I./c;!_:,;\ = R w Microsoft Excel = =
;‘9 Home Insert Page Layout Farmulas Data Review View (7]
[ From Access L L ﬂ |Es) connections al ‘E f & Clear Z%‘ §4§ =4 pata validation - @g[ﬂ \é‘-‘j[g -+'-J_'[E iz
g From Web S S = % Properties Zla % Reapply s== [F& Consolidate L= t= Bk =2
b From Text From Othfr Existin_g Refre‘sh e il Sort Filter YfAdvanced Text to Rerr_love T el e Grgup Ung:oup Subtotal
= Sources Connections All Columns Duplicates &= y

Get External Data Connections Sort & Filter Data Tools Outline Il

| 1030 - £ | |

.?‘i] MASTER LIST WITH MOCK STUDENTS ==

A B e D E F G H I J K L M N |

1020 SILVA JOSE A NAG 12 0599909 5900599909 1 LEP ENot Testing Media Ctt Chavez Not Testing

1021 TOBEON LENNA F NAG 12 9959450 5909959450 2 LEP iNot Testing Media Cti Chavez Mot Testing

1022 TRENCO RADHAICA R SAN 12 4299027 5904299027 4 LEP ENot Testing Media Cti Chavez Not Testing

1023 USATORRES EDUARDO TOR 12 0029990 5900029950 2 LEP ENOt Testing Media Ctr Chavez Not Testing

1024 VALDEZ VIRGINIA M LAM 12 0077425 775922529X 3 LEP ;Not Testing Media Ctr Chavez Not Testing

1025|ZHONG JOHN M SAN 12 0550995 225552455X 1 LEP ENOt Testing Media Cti Chavez Not Testing

1026 ZULOETA AURA P SAN 12 0540529 5900540529 2 LEP  iNot Testing Media Cti Chavez Not Testing

st st | m | wk | ek | | s [ese] eso [columcolumn2 _[columns|columna [columns |
N g kENT lciark s [ mer | o ] oooooox [asasezex] | [ | | |

1029

Doing the same procedure in reverse order (placing the new File Download Manager list at the top in
one color and the copy of the old Master Table copy at the bottom) will yield the list of students who
have been withdrawn at the bottom. Their names will need to be removed from their testing room
security rosters and their testing book(s) placed in the Do Not Score boxes.

In high school, particularly, students are promoted/demoted throughout the year. This occurs because
students finish missing credits through night school and/or Virtual School throughout the year. Keeping
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track of these changes for testing purposes can be very challenging but the “Remove Duplicates” tool
makes it easy.

The same procedure is followed to look for new students, but instead of clicking only “ID #” for matched
records, also click the grade column check box. Excel will look for any students whose grade has

changed.

G R R
] —
- Home Insert Page Layout Formulas Data Review View 2
(3 From Access 5 5 lﬂ |55] connections al J 7 i Clear = E‘E |=4] Data validation ~ Q.ﬂ’— ¢:£ ‘QEI
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=H] MASTER LIST WITH MOCK [¥ My data has headers o —
A K L M N o i
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2 |[ACEVEDO ROGE [ LasT FCAT 10 201 Diaz FCAT Read Gr 10
3 |[aLomaA YanC | FIRsT | |iFcaT10 201 Diaz FCAT Read Gr 10
4 |ARIAS MIN M FCAT 10 201 Diaz FCAT Read Gr 10
5 |AZAD SCAR ": R P FCAT 10 201 Diaz FCAT Read Gr 10
v
6 |BAZZANO MNELLY i IG; : ;I FCAT 10 201 Diaz FCAT Read Gr 10
7 |CAMPOS PAUL - FCAT 10 201 Diaz FCAT Read Gr 10
5 |CORDOVA EMDM. OK. I Cancel I FCAT 10 201 Diaz FCAT Read Gr 10
9 |CORRECHA SEBA “l iFcaT 10 201 Diaz FCAT Read Gr 10
10 |CRUZ WENDY BAI 10 4904254  724055272X 4 LEP FCAT 10 201 Diaz FCAT Read Gr 10
11 |DELPOZO WEMNDY BAI 10 7550052 5907550052 4 LEP FCAT 10 201 Diaz FCAT Read Gr 10
12 |DIAZ JOEL PER 10 0202575 5900202575 2 LEP FCAT 10 201 Diaz FCAT Read Gr 10
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20 |[KASSE JOSHUA J MIN 10 0079557 242052594X 2 LEP FCAT 10 201 Diaz FCAT Read Gr 10
21 [LINFERMNAL DORIS GOD 10 0594599 775400999X 1 LEP FCAT 10 202 Fernandez FCAT Read Gr 10
22 IMATA JuLio A ARB 10 0547495 5900547495 1 LEP FCAT 10 202 Fernandez FCAT Read Gr 10
H 4 r ¥ Sheet4 -~ SheetS Pivat Rooms Master List FCAT Gr 9 Sec Rosters Sheet6 < 1 40N I I
Figure 12: Excel produces a list at the end of the original table showing those students whose grade level has changed.
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It is recommended to check for changes to your enroliment up to the day before or even the day of the

testing.
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