Number Crunching Cheat Sheet

In OARS:

1. Select individual teacher’s classroom.

2. Create a Multiple Measures class report.

3. In the Add Assessment box, click Choose Local Assessments.

4. Select Reading Lions, Grade Level, and then Populate.

5. Add Average Fluency for Themes 1-4.

6. Click the View CSV (Excel) report to export to Excel once the report is created.

7. Click the Open button.

In Excel:

1. Click on the File tab at the top.  Select Page Setup.  Select Landscape.

2. Click on orange box #1 at the left margin.  This highlights row 1.  In menu at top of screen, click on Insert.  Then click on Rows.  This inserts a blank row above row 1.  Type in the Teacher’s name, grade, and date of report.
3. Click on the D2 cell.  In the fx box at the top, erase all but the Theme and number.  Do this for E2, F2, and G2.
4. Click on cell H2 and enter the word Goal.
5. Click on cell I2 and enter the word Growth.

6. Click on the first cell below the Goal heading.  

7. Type in an = sign, immediately followed by the EOY fluency goal for the grade level.  Then type in a minus sign.  
8. Move your cursor to the cell in that row that contains the average fluency score for the most recent test, e.g. F3, and click.  The cell number will appear in blue in the formula cell.  Click enter.  The difference between your target goal and the last test will appear in the cell.

9. Click on this cell again.  An outline of the cell will appear with a small black square in the lower right corner.  Grab the small box – a small black cross will appear.

10. While holding down the left button on your mouse, drag your mouse to the last row in your grid.  When you release the mouse the differences between your target and the last assessment will appear.
11. Now click on the first cell under the Growth heading.  Type in an = sign.

12. Now click on the first cell under the Goal heading.  This puts that cell’s number in the Growth box.  Then type a forward slash and the number of weeks left until the EOY goal is due.   )The formula will look like =H3/9).  Click enter.  The Goal divided by the number of weeks will appear.  
13. Click on this box again, grab the small black square, dragging to the end of the column as before.  Release the mouse, and the numbers will appear.

14. To round off the numbers, click on the letter I at the top of the grid (this highlights the colunmn), then click the comma in the menu at the top of the page (near the percent and dollar signs).

15. To highlight students who can potentially make reasonable growth expectations, click on the top cell under growth.  A large white cross will appear.  Hold down the mouse and drag to the bottom of the column.  Then click on the Format tab in the top menu.  Click on Conditional Formatting.  Use the drop down menu to select “less than” and enter a number in the right hand box.  Then click on Format.  Select the Color box and choose a color to highlight your target students.  Click OK.  Click OK.  
16. To sort the scores, click on the upper most box on the left.  This highlights the entire grid.  Click the Data tab at the top.  Click Sort.  Enter the column you wish to sort by and ascending or descending.  

17. If you want grid lines between cells and columns, click on the upper left box to highlight the grid.  Then click on the button for grid lines in the top tool bar (usually next to paint can and text color icon.

18. Print or save the document.

