Tracking Students’ Convergent Data across a School Year
(Mac Users)
Setting up the Convergent Data Spreadsheet in Excel
Generate the EdInsight Report “ASMT 1.1.3 Individual Student List by Grade” in EdInsight for a given building
at a specific grade in a given content area.


Use Firefox to open EdInsight



You always want to keep the original EdInsight 1.1.3 report in its intact state in case you have to refer to it
at a later time.



To generate the Convergent Data Spreadsheet you will copy and paste certain columns of the EdInsight
1.1.3 report into the next sheet on the Excel document.

Detailed steps on the above task:
•
•
•
•
•

Log into EdInsight
Click on “EdInsight Reports”
Click on “1.0 ASMT – Assessment / Growth”
Click on the “ASMT 1.1 - Individual Student Reports”
Click on the “ASMT 1.1.3 - Individual Student List by Grade” report

This report displays a list of the individual students' National Percentile Ranks and National Standard Scores on
the Iowa Assessments [formerly known as the Iowa Test of Basic Skills (ITBS) or Iowa Test of Educational
Development (ITED)] for the specified year, district and/or building, and (optionally) grade level.
•

Select each of the options starting with the school year:

Select the most current school year
Select an AEA (optional)
Select a Testing District
Select a Testing Building: Choose an elementary building
Select a grade level: Choose any grade level available in that building
Select a Subtest: Select Mathematics or MT No Comp (a)
•

Click Finish when done. This generates the 1.1.3 report.

Once the report is finished running it will appear on your screen.
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Download the 1.1.3 Report to Excel

•

Using your mouse, click on the icon in the right hand upper corner that looks
like this:
(located to the left of the “Add this report” icon).

•

A drop down menu will appear, select “View in Excel Options.”

•

The following options will appear:

•

Click on the option that matches your computer – Excel 2007 is the most used option

•

Open the file with Microsoft Excel

•

Click OK

This will download the “ASMT 1.1.3 Individual Student List by Grade” to an Excel document. Notice
that Excel has numerous sheets available in all Excel documents.
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Formatting the 1.1.3 Individual Student List by Grade Report in Excel
Copy and paste the following columns of information (from you ASMT 1.1.3 Report) into the next tab in the
Excel document (start at the title of each cell).












Last Name
First Name
Grade
State ID Number
Gender
Race/Ethnicity
IEP
FAY
National Percentile Rank
National Standard Score
Achievement Level

Detailed steps on the above task:
•

Within “ASMT 1.1.3 Report,” click on cell B25 entitled “Last Name” & hold down -- drag your mouse
over the “Last Name,” “First Name,” “Grade,” and “State Student ID” columns (highlighting them).
Make sure you highlight each student in the list.

•

Once highlighted, right click your mouse (within the highlighted section) and select “Copy”
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•

Click the Tab entitled “Sheet 1” on the bottom of the Excel document

•

Within “Sheet 1,” right click your mouse on cell B3 – then select “Paste.” This will paste the copied
information into the Excel sheet.

•

Repeat this process for the remaining columns of information.

Adding Additional Columns of Information

•

Label column A (cell A3) “Teacher”

•

Type in the teacher’s name on each row that corresponds with their students. Add new students as
necessary. (You can also use VLOOKUP to insert student names if you have a document that has
teacher names and student ID numbers)

•

Consider inserting the following columns as needed for your school:
o Number of Absences
o Major referrals
o Minor referrals

•

Insert a column labeled “Fall Skills Iowa 5th Grade Math” between “FAY” and “4th Grade National
Percentile Rank.”
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Detailed steps on the above task:
For the “Teacher” column:
•

Type in the teacher’s name in one row. Copy and paste the teacher’s name on each row that
corresponds to each of their students.

To insert a new column in the Excel sheet:
•
•

Place your cursor over the main column header (A,B,C…) where you want to insert new information.
With your mouse, click on the main column header. This will highlight the entire column.
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•

Right click on the highlighted column and choose the “Insert” option.

•

This will insert a new column to the left of your highlighted column.

•

Add the column header
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Use VLOOKUP to Transfer Scores from
Secondary Excel Workbook to Convergent Data Spreadsheet
Use VLOOKUP to transfer scores from secondary Excel workbooks to your Convergent Data spreadsheet
Detailed steps on the above task:
•

Create or open the Excel workbooks that contain the different information you want. We will call the
Excel workbook where you want to put the data (from secondary Excel workbooks) the Primary file.

 Secondary Excel workbooks---limit your information to state student ID numbers and student scores only
•

Within your Primary file, click on one cell where you want to put the data from the secondary Excel
workbook.

•

Click the “fx” button.
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This will open a “Formula Builder” box.

•

Within the “Search for a function” section type “VLOOKUP”

•

Double click on “VLOOKUP” – this will open an “Arguments” section within the “Formula Builder” box
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•

Select the cell (in the same row as your Primary file cell) that contains your identifier. The identifier is
the phrase or number that is unique and is located in both the Primary file and the secondary Excel
workbook. Example identifier: State student ID number.

Once you select the cell, it will appear in the “lookup_value” text box.
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•

Click on the text box labeled “table_array.” Now pull up the secondary Excel workbook.
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•

For this step to work you must work from only one screen --- If you are using two screens (i.e., a
monitor and your laptop), make sure both the Primary file and secondary file appear on the same
screen. Highlight the columns and rows of data that contain your identifier and the data you want to
put into the Primary file. The column containing the identifiers MUST be the first column you begin
highlighting, and then highlight towards the right. In other words, make sure that in the highlighted
table, the first column on the left contains your identifiers. The highlighted data will automatically
appear in the “table_array” text box.
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•

Click on the text box labeled “col_index_num.”

15

•

Go to the secondary Excel workbook. Begin counting the column with your identifier and continue
counting until you come to the column containing the data you want to put into the primary file. Type
in the number of columns you counted into the text box.
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•

Click on the “range_lookup” text box. There are two options to type in, “True” or “False.” “True” tells
Excel you do not need an exact match to your identifier. “False” tells Excel that you only want data
that is associated with an exact match to the identifier. Most of the time, “False” is the option you will
go with.
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•

Hit “Enter” on your keyboard and the data you wanted from the secondary Excel workbook should
appear in the Primary file cell you originally selected.

•

If you want to use the VLOOKUP function for the whole column, you can click on the first cell with the
function and hold your mouse over the bottom right corner. When the mouse turns into a small black
plus sign, click down and drag all the way to the bottom of the column.
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The function’s formula should be copied to each cell in the column and the correct data should appear if it was
located in the same secondary Excel workbook as the beginning cell.

We recommend that you save the information you pulled with VLOOKUP as value data, so that it is no longer
attached to the VLOOKUP formula.
•

Highlight the cells that contain your VLOOKUP information by clicking on the first cell (FAST CBM-R
heading) and dragging down; right click and then select “Copy.”
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•

Highlight the cells to the right of your FAST CBM-R column, right click and select “Paste Special.”

•

Within the “Paste Special” window, under “Paste,” select the “Values” option and then click “Ok.”

Make sure everything transferred correctly, if so, you can delete the column that contains the VLOOKUP
formulas.
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Common Issues with VLOOKUP
Number stored as text (#N/A error)
When you pull a report from EdInsight, check the “State Student ID” cells for small green triangles in the upper
left corners and corresponding exclamation marks/error messages:

The “State Student ID” information tends to pull as text instead of number data, which causes an error with
the VLOOKUP formula. To fix this issue, highlight all of the cells containing “State Student ID” numbers. Hover
your mouse over the exclamation mark/error message and click on the “Convert to Number” option:

No information available (#N/A error)
If you have a student in your Primary Excel file who is not included within your secondary workbook (Ex:
student recently moved to the area – no scores available), VLOOKUP will return a #N/A result:

NOTE: To obtain details about an error – hover your mouse over the exclamation mark/error icon
obtain the pop up window explanation.

to
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Filtering and Adding Colors to Signify Mastery
within the Convergent Data Spreadsheet

•

If filters do not already exist, add them to each of the columns in the Convergent Data spreadsheet

Mastery is set at 75% correct for the “Fall Skills Iowa 5th Grade Math” scores
• Student scores that achieved mastery -- color the cell backgrounds burnt orange
• Student scores that did not achieve mastery -- color the cell backgrounds grey

Detailed steps on the above task:
To add filters to each of the columns in the Excel document:
•

Click on cell A3 entitled “Teacher” & hold down – drag your mouse over all the column headings
(Teacher, Last Name, First Name…) to highlight them.

•

In the toolbar under “Data,” within the “Sort and Filter” section, click on “Filter”

•

This will add filter buttons to each column heading, which will allow you to filter by any column
and keep each student’s data intact across all columns.
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To color the background of each cell where a student did or did not achieve mastery on an assessment:
•

Click on the filter button within the “Fall Skills Iowa 5th Grade” column heading

This will open a Sort/Filter box, sort the “Fall Skills Iowa 5th Grade” column from lowest to highest (Ascending)

•

Highlight the scores by clicking your mouse on the first cell location and dragging your mouse across all
applicable scores

•

In the toolbar under “Home,” within the “Font” section, click on the “Fill color” icon (paint bucket to
the left of the “A” icon) it will color the background of selected cells.
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•
•

Color the background of students’ scores that did not achieve mastery on the interim assessment as
grey
Color the background of students’ scores that achieved mastery on the interim assessment as burnt
orange
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Adding Colors to Signify Proficiency, or Lack of

•
•

If students are proficient, color the background of cells green where students’ Iowa Assessment
National Standard Score (NSS) and National Percentile Rank (NPR) scores are located.
If students are not proficient, color the background of cells red where students’ Iowa Assessment
National Standard Score (NSS) and National Percentile Rank (NPR) scores are located.

Detailed steps on the above task:
Color the background of students’ Iowa Assessment National Standard Score (NSS) and National Percentile
Rank (NPR) scores green if they are proficient.
•

Filter the “Achievement Levels” column from lowest to highest (Ascending)

•

Highlight the proficient scores by clicking your mouse on the first cell location and dragging your
mouse across all applicable scores

•

In the toolbar under “Home,” within the “Font” section, click on the “Fill color” icon (paint bucket
to the left of the “A” icon) it will color the background of selected cells.

•

Color the background of students’ scores that are proficient as green
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Color the background of students’ Iowa Assessment National Standard Score (NSS) and National Percentile
Rank (NPR) scores red if they are not proficient.
•

Follow the above process

4th Grade Proficiency at the Building Level
Determine the number of 4th grade students scoring proficient on the Iowa Assessments at the building level
and then enter these numbers into the chart (location W91) to determine the percent of students who
scored proficient at the building level. Repeat the process at the 5th grade when the data is available. 4th
Grade Building Level: 54.7%
Detailed steps on filtering the NSS score from the lowest to highest:
•

•

Place your cursor in column T on the first student’s “4th Grade National Percentile Rank” or column
U on the first student’s “4th Grade National Standard Score.” (Note: these two scores have a
correlation of 1.0)
Click your mouse on the first student’s score and drag down to the last student’s score taking note
of the total number of students in the building (75R X 1C) or at the bottom tool bar identified by
“Count = 75.”

NOTE: If your tool bar indicates “Sum” simply click on the black arrow to the right and choose the “count”
option.
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•
•
•
•
•
•

Place this number (75) in the “Total” cell located in Z94.
Click the filter icon in column U to filter each student’s “4th Grade National Standard Score.”
Select “Ascending,” this will sort student scores from smallest to largest.
Click your mouse on the first proficient score and drag down to the last proficient score in the
building (41R X 1C) or at the bottom tool bar identified by “Count = 41.”
Place this number (41) in the “Number” cell located in cell Y94.
The percent of students scoring proficient will automatically appear in cell location X94 because a
formula has been typed into that cell. (54.7%)
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4th Grade Proficiency at the Teacher Level

Determine the number of 4th grade students who scored proficient on the Iowa Assessments at the teacher
level and then enter these numbers into the chart (location W83) to determine the percent of students
scoring proficient at the teacher level
•
•
•

Teacher Jones Level: 56.0%
Teacher Smith Level: 60.0%
Teacher Long Level: 48.0%

Detailed steps on the above task:
Filter first by teacher:
•

To do this click the filter icon located in column A (cell A3). Select teacher Jones by unchecking
teacher Smith, Long and the blanks option OR by unselecting “Select All” and then selecting
teacher Jones.

Only teacher Jones’ students will now appear in your Excel report.
•
•

Click the filter icon in column U to sort each student’s “4th Grade National Standard Score.”
Select “Ascending,” this will sort student scores from smallest to largest.

With scores filtered by NSS score from smallest to largest (Ascending):
•

Place your cursor in column T on the first student’s “4th Grade National Percentile Rank” or column
U on the first student’s “4th Grade National Standard Score.” (Note: these two scores have a
correlation of 1.0)
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•

•

•

Click your mouse on the first student’s score and drag down to the last student’s score taking note
of the total number of students in this teacher’s class. This number is identified on the bottom tool
bar by “Count = 25.” Place this number (25) in the “Total” cell located in Z86. You will have to
unsort teacher to see these cells (click the filter icon in cell A3 then click the “Clear Filter” button).
Click your mouse on the first student who scored proficient and drag down to the last student’s
proficient score taking note of the total number of proficient students in this teacher’s class. This
number is identified on the bottom tool bar by “Count = 14.” Place this number (14) in the
“Number” cell located in Y86. You will have to unsort teacher to see these cells.
The percent of student scoring proficient will automatically appear in cell location X86 because a
formula has been typed into that cell. (56.0%)

Repeat this process for each teacher:

5th Grade Mastery at the Teacher Level
Determine the number of 5th grade students who achieved mastery on the Fall Skills Iowa Math at the
teacher level and enter these numbers into the chart (location W98) to determine the percent of students
achieving mastery at the teacher level
•
•
•

Teacher Jones Level: 44.0%
Teacher Smith Level: 48.0%
Teacher Long Level: 48.0%

Determine the number of 5th grade students who achieved mastery on the CBM-R at the teacher level and
enter these numbers into the chart (location W105) to determine the percent of students achieving mastery
at the teacher level
•
•
•

Teacher Jones Level: 52.0%
Teacher Smith Level: 56.0%
Teacher Long Level: 44.0%
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Determine the number of 5th grade students who achieved mastery on the a-Reading at the teacher level and
enter these numbers into the chart (location W112) to determine the percent of students achieving mastery
at the teacher level
•
•
•

Teacher Jones Level: 48.0%
Teacher Smith Level: 48.0%
Teacher Long Level: 40.0%

Detailed steps on the above task:
Filter first by teacher
•

To do this click the filter icon located in column A (cell A3). Select teacher Jones by unchecking teacher
Smith, Long and the blanks option OR by unselecting “Select All” and then selecting teacher Jones.

Only teacher Jones’ students will now appear in your Excel report.
• Click the filter icon in column M to filter each student’s “Fall Skills Iowa 5th Grade Math” score.
• Select “Ascending,” this will sort student scores from smallest to largest.
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With scores filtered by “Fall Skills Iowa 5th Grade Math” from smallest to largest (Ascending)
•
•

•

•

Place your cursor in column M on the first student’s “Fall Skills Iowa 5th Grade Math” score.
Click your mouse on the first student’s score and drag down to the last student’s score taking note of
the total number of students in this teacher’s class. This number is identified on the bottom tool bar by
“Count = 25.” Place this number (25) in the “Total” cell located in X100.
Click your mouse on the first student who achieved mastery and drag down to the last student’s
mastery score taking note of the total number of students who achieved mastery in this teacher’s
class. This number is identified on the bottom tool bar by “Count = 11.” Place this number (11) in the
“Passed” cell located in Y100.
The percent of students achieving mastery will automatically appear in cell location Z100 because a
formula has been typed into that cell. (44.0%)

Repeat this process for each teacher and for each test score (CBM-R & a-Reading)
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Prediction Validity
To determine the prediction validity of the Interim Assessment:
Outcome Measure: Iowa Assessments
Interim Assessment: Skills
Iowa

Fail: Outcomes Assessment

Pass: Outcomes Assessment

At Risk (Fail)

A

B

Not At Risk (Pass)

C

D

If filters do not already exist, add them to each of the columns
Add filters to your columns
•

Highlight/Select each cell that will be sorted/filtered (aka—the heading cells)

•

Under the “Data” tab within the “Sort and Filter” section click on “Filter”

•

Each of your column heading cells should now have a sort/filter button attached:
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Determining the numbers that go into cells A and B

Interim Assessment: Skills Iowa

Outcome Measure: Iowa Assessments
Fail: Outcomes Assessment

Pass: Outcomes Assessment

At Risk (Fail)

Cell A =

Cell B =

Not At Risk (Pass)

Cell C =

Cell D =

First we will need to filter the “Interim Assessment: Skills Iowa” column which contains the students’ Skills
Iowa scores.
•

Click the filter button within that column’s heading cell; click on “Choose One;” select the “Less Than or
Equal To” option; and then type “74.”

NOTE: All scores that were 75% or higher are now hidden from view within our Excel document.
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We will now sort the “Outcome Measure: Iowa Assessments” column which contains the students’ National
Standard Scores.
•

Click the sort/filter button within that column’s heading cell; select the “Ascending” option:

NOTE: Students who received failing scores* within the Iowa Assessments will appear within the first rows of
your Excel document.
*If you need to cut scores for Iowa Assessments, review the following document: Standard Score Ranges for
Achievement Levels (which is found under Iowa Assessments-->Growth and Proficiency Documents).

Let Excel count the number of students who failed both the Skills Iowa and the Iowa Assessments. Simply
highlight/select the scores that indicate a failing score on the Iowa Assessments. At the bottom tool bar there
will be a “Sum” option. Click on the arrow to the right and choose the “count” option. Make sure that you
only highlight within one column when you want Excel to count the number of scores.
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In this example there are 31 students who failed both the Skills Iowa and the Iowa Assessments. This number
(31) goes in cell location A.

Let Excel count the number of students who failed the Skills Iowa but passed the Iowa Assessments. Simply
highlight/select the scores that indicate a passing score on the Iowa Assessments. At the bottom tool bar
there will be a “Count” which provides the total number of highlighted cells.
In this example there are 9 students who failed the Skills Iowa but passed the Iowa Assessments. This number
(9) goes in cell location B.

Interim Assessment: Skills Iowa

Outcome Measure: Iowa Assessments
Fail: Outcomes Assessment

Pass: Outcomes Assessment

At Risk (Fail)

Cell A = 31

Cell B = 9

Not At Risk (Pass)

Cell C =

Cell D =
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Determining the numbers that go into cells C and D
First we will need to undo the filter that we placed on the “Interim Assessment: Skills Iowa” column which
contains the students’ Skills Iowa scores.
•

Click on the sort/filter button within that column’s heading cell; check the box in front of the “(Select
All)” option.

NOTE: All scores that were 75% or higher have now reappeared within our Excel document.
Next we will filter the “Interim Assessment: Skills Iowa” column which contains the students’ Skills Iowa
scores.
•

Click the filter button within that column’s heading cell; click on “Choose One;” select the “Greater
Than or Equal To” option, and then type “75.”

NOTE: All scores that were lower than 75% are now hidden from view within our Excel document.
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We will now sort the “Outcome Measure: Iowa Assessments” column which contains the students’ National
Standard Scores.
•

Click the sort/filter button within that column’s heading cell; select the “Ascending” option:

NOTE: Students who received failing scores within the Iowa Assessments will appear within the first rows of
your Excel document.
Let Excel count the number of students who passed the Skills Iowa but failed the Iowa Assessments. Simply
highlight/select the scores that indicate a failing score on the Iowa Assessments. At the bottom of your Excel
document there will be a “Count” which provides the total number of highlighted cells.
In this example there are 3 students who passed the Skills Iowa but failed the Iowa Assessments. This number
(3) goes in cell location C.
Let Excel count the number of students who passed both the Skills Iowa and the Iowa Assessments. Simply
highlight/select the scores that indicate a passing score on the Iowa Assessments. At the bottom of your Excel
document there will be a “Count” which provides the total number of highlighted cells.
In this example there are 32 students who passed both the Skills Iowa and the Iowa Assessments. This number
(32) goes in cell location D.

Interim Assessment: Skills Iowa

Outcome Measure: Iowa Assessments
Fail: Outcomes Assessment

Pass: Outcomes Assessment

At Risk (Fail)

Cell A = 31

Cell B = 9

Not At Risk (Pass)

Cell C = 3

Cell D = 32

Overall classification rates of around 80.0% are desired.
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Answer the Three Data Questions Relative to and across Each Assessment

What does the data tell us?
What are we going to do about it?
Is it working?
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