
How to Merge Classes and view Data in Excel 
Note - to Merge classes they must have the same assessment outline. 
 

- Go to Portal> Reporting to Parents then Report Data Entry. 
 
1 In Report Data Entry: 

Click on the first class – then SHIFT and click to highlight the last class. 

 
 

2 You can then Merge and choose M for Monitoring Data Checklist 
 
3 Click on the Group header to sort by group then click on the M for the Monitoring Data Checklist 

 
 
 
 
4 Choose the options you would like including 

the Excel option then OK. 
 

 
 
 
 
 
 
 
 
 
 
 
5 Open the checklist: 
 
 
 
 



6 In Excel – 
 Click on the first Row Header (ie 11 in the grey section) 

Then hold SHIFT click on the last in the class row header  
(eg Row 29)  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
7 Choose the Fill tool to fill with the colour of your choice. 

Continue in the same manner and fill the rest of the classes 
 
 
 
 
 
 
 

 


