Entering Scores in the Pre-Post Test Spreadsheet

1. Open the Excel file; Pre-Post Test Form.xlsm.
2. When prompted, click Enable Macros (this step is very important to the calculations).

This workbook contains macros. Do you want to
disable macros before opening the file?
Macros may contain viruses that could be harmful to your

computer. If this file is from a trusted source, click Enable Macros.
If you do not fully trust th€ source, click Disable Macros.

( Enable Macros ( Do Not Open ) ( Disable Macros )

If prompted about compatibility, choose Cancel.

;ﬁicmso& Excel - Compal.ibili‘iy_ \ ‘E‘J!—EEJ

The following features in this workbook are not supported by earlier
wersions of Excel, These features may be lost or degraded when opening
this workbook in an earlier version of Excel. Click Continue to save the
workbook.

Summary Occurrences
Significant loss of functionality Q M
Thig file originally contained features which were not 1

recognized by this version of Excel, These features

are not preserved when saving an Open¥ML file to the Help
¥LSB file format, or vice versa, Excel 2007
[¥] Check compatibility when saving this workbook.
Copy to New Sheet | I Continue l I Cancel ]

3. You will be prompted to enter your Name, Pretest Points Possible, and Posttest Points Possible.

4. Now you can begin to input your students’ names and scores. You will fill out the grey fields; Last Name,
First Name, Pretest Score, Post Test Score and the dropdown menu for Score Counted for Data.

5. Once you have entered all of your students and chosen Yes/No for Score Counted for Data, scroll down
to the bottom of the spreadsheet (Row 183).

6. Click the NEXT button and you will be left with a list of students that you do not wish to be included in your
evaluative data.

NEXT

7. Enter your reason for not including these students in your evaluative data.
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Saving an Excel Spreadsheet as a PDF

Click on File and select Save As....
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Save your file in this format: LastName.Primary/Secondary.SchoolYear.
For example, Smith.Primary.14-15. (Note: Select ‘Primary’ OR ‘Secondary’)

Click on the Format dropdown and select PDF.

~ SaveAs:|Hamilton.Primary}12-13 14
Where: | (5] Desktop =
Forma ¥ Excel Workbook (.xIsx)

Slilann i - ‘ Common Formats — r
The XML-based format th Excel 97-2004 Workbook (.XlS) VBA or Excel 4.0
macro sheets.

Excel Template (.xltx)
) Excel 97-2004 Template (.xIt)
_ngmmgrga_bg_ux.m_e‘fmn)jl Comma Separated Values (.csv)

( Options... )

Specialty Formats

Excel Binary Workbook (.xIsb) ncel )

| Excel Macro-Enabled Workbook (.xlsm)
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Choose Sheet and click Save.

_ Description

Save As:[Hamilton.Primary.lZ—lB ] E]
Where: | (& Desktop 44
Format: [ PDF +$4

Exports the selected cells, the active sheet, or all sheets in the workbook to PDF files, which look the
same on Macintosh and Windows computers.

Learn more about file formats
() Workbook =) Sheet () Selection

( Cancel ) Sa




Instructions for uploading a Pre-Post Test Spreadsheet
to Standard for Success will be forthcoming.
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