Using the Test Result Web Data in Microsoft Office

For this exercise, use the TerraNova 2004 report on the web, at http://iweb.winschool.eu.odedodea.edu/reports/principal.asp.   The site is passworded.  

Choose your school using the drop-down menu.

Select all the cells by dragging from the upper left-hand corner to the lower right-hand corner, including the headings.
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To copy the cells, select Edit, Copy.  You can also use CTRL-C.

Word

Open Word.

Paste the table into Word by choosing Edit, Paste.  You can also use CTRL – V.

Header

Create a header by placing the cursor to the left of the top first character (“District”) and press Enter.
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Type your heading, center and format.

Import your school logo.
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Right click the logo on the web and choose Save Picture As. . .

Choose the desktop to save to.

In Word, select Insert, Picture, From File. . . and find the logo on the desktop.
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Convert

Convert the table to text by choosing Table, Convert, Table to Text.
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Convert the Text back to a table by selecting Table, Convert, Text to Table.

Excel

Open Excel.

Paste the table into Excel by choosing Edit, Paste.  You can also use CTRL-V.

Field Widths

Increase the field widths by placing the cursor between the gray field headings

When you see the double-headed cursor, drag the boundary either to the left or to the right.

To automatically select the correct width, double-click the boundary. 

Hide and Unhide Cells

Right-click a gray field heading and choose hide.

To unhide, move the cursor over the visible field until the double-headed cursor appears.

This will be slightly to the right of the left boundary.

Sort Fields


Choose all Fields by dragging across the A-M grey headers.  Choose Data, Sort. . . 
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Sort by Grade by choosing that option, and choose either ascending or descending.
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You can choose multiple options, such as Grade, Gender, Race.
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If you get the following error message, choose all the cells below the headers.
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Now all the 3rd graders are sorted by gender and race.
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Filter Fields

To limit your selection, select all of your columns and  choose Data, Filter, AutoFilter.
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To select only the 8th grade male whites, use the drop-downs in the corresponding columns.
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To unfilter, select Data, filter, AutoFilter.  The check mark by AutoFilter disappears.
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To select only the bottom quarter national percentiles in math, choose the Math column and turn on the AutoFilter.  This time choose custom.
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Choose is less than or equal to 25 (or, in this case, 23), and click OK.
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Here we only have our bottom quarter math students.  Are any of them high in Reading or social Studies?
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If we wanted or quarter 2 students, choose two conditions, is less than or equal to 50 and is greater than or equal to 25.
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Concatenate Fields

Use the formula = [Last] & “, “ & [First]
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Count

Use the formula = Count(A3:A45) to count all the grade levels.

[image: image20.png]Lase Fast Grade
 BakeR Lous .
 EERoH anaanDa .
CHLOERS  DANEL o
cooreR nERD .
| CRAVFORD  ALEXAND o
CHAMLTON kAT .
(MAYLE  TasHA o
(MTCHELL  LagRITT .
 NELSON sonaa .
(OCOMVELL  FRANCE .
 oLson wonRE .
(POVERS  ARTHUR .
(PRENER  MCHELE .
 ueaRy ousTu o
 REOTT ASHLE .
sk sz .
| HITE ANDREW o

| VEDEMANN  NATAL o





Average

For Performance Levels, use the Average formula = Average(D3:D45)
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Median

For national percentile scores, use the Median formula = Median (E3:E45)
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Conditional Formatting

Choose all of your test scores and choose Format, Conditional Formatting. . .
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Choose Condition 1: Cell Value Is greater than or equal to 75 and click on the Format button.
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Choose the Font tab, Font style: Bold and Color: Green.  Pick the Patterns tab and choose a light Green for the background.  Click OK a couple of times.
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Your students in Quarter 4 really show up.
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Add a Condition 2 and use a red bold font with a light red background.
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Now you can see contrasting colors for the Quarter 1 and Quarter 4.
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Graphing

Copy the column headings to the bottom of the spreadsheet.

Create the formulas below the column headings at the bottom of the spreadsheet.

Place the year to the left of the median scores.

Select the column headings and the median scores (with the year) at the bottom of the screen by dragging across them.
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Choose the Chart Wizard icon at the top of the screen.  [image: image31.png]



Choose the Column Type chart.
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Choose the Data Range in Rows.
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Give the chart a title.
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Get rid of the legend.
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Give each column a value.
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Show the data table.
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Choose Finish.  Copy your chart into Sheet2 and expand it.
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Save your spreadsheet on your desktop and name it your first name.

[image: image39.png]: 3 O] New.. CireN
: §

Qpen... cuko
dose
Save crri+s




   [image: image40.png]



Access

Open Access.

Using the Table Objects, click New, Import Table. 
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Click on Import. Next.
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First Row Contains Column Headings.  Next.
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Store your data In a New Table.  Next.
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Specify Information about fields.  Next.
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No Primary Key.  Next.

[image: image46.png]EE Import Spreadsheet Wizard

Microsoft Access recommends that you define a primary key for your
= new table. A primary key is used to uniquely identify each record in
Your table. Tt allows you to retrieve data more quickly.

g (O Let Access add primary key.
(O Choose my own primary key. v
(@ No primary key.
[Name |Reading [Language [Math [Total [Science [SStudies

[1] B3 o2 e pe [14 B9

[2] 53 o0 me ps o o

[3] o9 o9 e s o B8

[4py o o7 o Bs o 7

[5 hRISTI PS X3 boop2 hs n2

[6 priana 37 5 B p1 b s

il - — T

concel | [ <mock [ mee> | [ Ensh |





Import To Table. . .  Finish.
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There is also a database that will compute median scores.  Download the Median.mdb database.
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