) School HOMEROOM DASHBOARD BASICS

When you download Risk Indicators, you may encounter blocks of information for a single student. To ensure
each line is associated with the correct student name, follow these steps to “fill down” the student names.

B2U v Jx
A B c D E F
1 Student Name Enrollments
o ~x 3 L
g O o Cy3 8 g0 SQgo vg o3
2 Z E [ck] 658 ¢ OwzE 26z E Z3 o z 39
3 Student A 9 5 Algebra | O/L 5 Inform:
4 Chinese 100 O/L
5 English 9 O/L
6 Life Fitness O/L
7 World History O/L
8 Student B 9 4 Biology Hanna, Christian 4 Informz
9 Health Stanich, Kealey
10 Ms Office Certification Cottle, Hailey
11 Nsd Pre-lb English 9
12 Student C 9 3 Algebra | Cutler, Bryan 3 Informz
13 Intro To Marketing Bailey, Maiya
14 Photography Flye, Robert
15
16
A B [ D E F
1 Student Name - _Enroliments |GradesandCredits ~  [Risk
E g g 3 F E g SE x 3 x 9
] ® © I} v s v 2
2 1Z © G o 6olE Cwuzo CEZ 0 3o z 3
3 |Student A "9 s Algebra | O/L 5 Inforn
4 IStudent A Chinese 100 O/L
5 |Student A English 9 O/L
6 IStudent A Life Fitness O/L
7 |Student A World History O/L
8 |Student B 9 4 Biology Hanna, Christian 4 Inforn
9 |Student B Health Stanich, Kealey
10 jStudent B Ms Office Certification Cottle, Hailey
11 |Student B Nsd Pre-lb English 9
12 |Student C 9 3 Algebra | Cutler, Bryan 3 Inforn
13 |Student C Intro To Marketing Bailey, Maiya
14 |Student C Photography Flye, Robert
15
16
1. Click on the student name column header.
A B & D
1 Student Name Enrollments |GradesandCredits
@ © © 2 B [
© Lo Lo 0 4 e (i)
2 |2 E 0 © [C SN R= OwnzkE
3 |Student A 9 Algebra | O/L
4 Chinese 100 O/L
5 English 9 O/L
6 Life Fitness O/L
7 World History O/L
8 |Student B 9 4 Biology
9 Health
10 Ms Office Certification
11 Nsd Pre-Ib English 9
12 |Student C 9 3 Algebra |
13 Intro To Marketing
14 Photography
15
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2. Onthe Home Ribbon, click on the Find & Select menu.

o 25 O

Sort & Find &
X Filter Select

3. Fromthe dropdown, select Go to Special.

® Excel File Edit View Insert Format Tools Data Window Help QL & L % = 77%m) [ Thud:09PM Jennifer QL @ =
Autosave @0 A H ©v I = iR Risk Indicator Viewer as Data Table Definition (10)

Home Insert Draw Page Layout Formulas Data Review View Developer 12 Share [J Comments
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[ X Caiibri iz - A ==8ee- Custom . [E] conditional Formatting 3 Insert v 5 %v = p < g
L I =EE=EEH. % Format as Table v % Delete v v
Paste 5 C ® o == e v G «0 00 = Sort & ~
~ B I U =5 O A == $. $v% 9 W8 5 Cell Styles v [ Format v X v Filter O Find...
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Al 5 fx Student Name “ac Replace... v
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1 Student Name Enroliments Risk Go To Special...
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2|2 € G 8 G838 ¢ CuwlE E.':‘gE 28w EET} Formulas y
3 |Student A g g Algebra | O/L 5 Informational TS
4 Chinese 100 O/L
5 English 9 O/L Conditional Formatting
6 Life Fitness O/L Gontants
7 World History O/L
& |Student B g ¢l Biology Hanna, Christian 4 Infermational Data Validation
9 Health Stanich, Kealey
10 Ms Office Certification Cottle, Hailey [ select Objects
11 Nsd Pre-lb English 9 5
12 [Student ¢ d d Algebra | Cutler, Bryan 3 Informational [k Selection Pane...
13 Intro To Bailey, Maiya
14 Flye, Robert

4. Select the Blanks option and click OK.

i Go To Special

J Select l

f ) Notes Precedents f
" Constants Dependents ‘

| _ Formulas Last cell

Visible cells only

°Blanks
~Current region Objects L
1 ) Current array Conditional formats
) Row differences Data validation |

1 ) Column differences
d Options |
There are no options for this selection.

| Cancel L

5. With the blanks still selected, navigate to the first available cell in the column (e.g., A4) and enter the
formula: = (up arrow key) and then Command + Enter (Mac) or Control + Enter (Windows)
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simultaneously. This will fill in the blanks with the information from above, putting a student name on each

row.
A B 1€ b
1 Enrolments _|Gradesand Credits
10]
o ¢ {8 L o g U
2 |2 E 63 688 ¢ Owz E
3 |Student A 9 fs Algebra | O/L
4 [Student A | Chinese 100 O/L
5 |Student A English 9 O/L
6 |Student A Life Fitness O/L
7 |Student A World History O/L
8 |StudentB 9 4 Biology
9 |Student B Health
.0 |Student B Ms Office Certification
.1 |Student B Nsd Pre-Ib English 9
.2 |Student C fo €] Algebra |
.3 |Student C Intro To Marketing
.4 |Student C Photography
8
6. The final stepis to turn the highlighted entries just created into actual values instead of formula entries.
7. Select the entire student name column again.
8. Copy the column using Control + C (Windows) or Command + C (Mac).
9. While the column is still highlighted, use Paste Special so the cells will only be Values with Edit — Paste
Special.
10. Choose Values and click Ok.
Paste Special
Paste
|| All All using Source theme
ormylas All except borders
1 Column widths
ormats Formula and number formats
] Comments Values and number formats
Validation All, merge conditional formats
Operation
| ° None Multiply
| Add Divide
- Subtract
| Skip Blanks Transpose
1 cancel | (TSN
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11. You will now have student names filled in for each row, allowing you to sort and filter the data effectively.

A B [« D E F

1 Student Name - _Enrolments |GradesandCredits  |Risk

: B R 2, 5§ $55 EEE
2 12 o O o Qo0 «c OwnZo F£cZ o x> e X
3 |Student A 9 5 Algebra | O/L 5 Inforn
4 IStudent A Chinese 100 O/L
5 |Student A English 9 O/L
6 IStudent A Life Fitness O/L
7 |Student A World History O/L
8 iStudent B 9 4 Biology Hanna, Christian 4 Inforn
9 |Student B Health Stanich, Kealey
10 jStudent B Ms Office Certification Cottle, Hailey
11 |Student B Nsd Pre-lb English 9
12 |Student C 9 3 Algebra | Cutler, Bryan 3 Inforn
13 |Student C Intro To Marketing Bailey, Maiya
14 |Student C Photography Flye, Robert
15
1A
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