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.
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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
Reperting Group Details Teachers
Group: Context: | Not Specified ¥ Course: English Sally Elliott | ~
Melissa Vyse |
Task: | All Tasks v || | Unit: AEENG 2019 Semester 1 Havley Wills |~
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4 Choose the options you would like including o e enng e
umulative Weight Total
the Excel Option then OK The 'Cumulative Weight Total for each student will be reported as a percentage (%) amount.
| Show raw mark totals
Report Creation
() Send data to a "Word' document
'® send data to an 'Excel'2007 xlsx’ document
Student Reporting
(O] Report using the Studenis Name
' Report using the Students Mumber
'®) Firstname Surmame
' Surname Firstname
NAPLAN
| Exclude NAPLAN |
OLNA
| Exclude OLNA |
OK Cancel
Open or Download Report (14KBytes)
5 Open the checklist: '

Your Monitoring Data Checklist is ready.

| Open Download | Cancel |




In Excel —
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Click on the first Row Header (ie 11 in the grey section) 0 E’;E; i Caliri
Then hold SHIFT click on the last in the class row header U S romupane BT U
Clipboard 1
(eg Row 29)
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Choose the Fill tool to fill with the colour of your choice.
Continue in the same manner and fill the rest of the classes




