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Working with EIS (Executive Information System)

The following document illustrates how the San Bernardino Community College District Executive
Information System (EIS) can be used to inform decision-making and planning for enrollment
management. Specifically, this document provides step-by-step instructions for how to access EIS for
the first time, how to set-up EIS on the user’s desktop, and how to customize EIS to provide information
that is specific to a Division.
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1.

Accessing EIS for the First Time

Click on the following link or copy and paste it into the URL window: http://csb-sharep-
01/EIS/Pages/Default.aspx.

Or

Browse to the following link
e Go to the CHC ORP Web Site www.craftonhills.edu/research
e Click on EIS (Executive Information System - CHC Intranet Only)

Prospective Students Current Students FacultyandStaff  Visitors and Friends

Office of Research and Planning Home

Home » About CHC » Office of Research and Planning Home

A ! 7 N 1ite?
What's New on the ORP Web Site? my—
Fall 2011 Distance Education Course Evaluations

Did you Know #18 - CHC Transfers/Concurrently Enrolled Students
2011 Accountability Reporting for the Community Colleges (ARCC)

Quick Links

College Snapshot

CHC District Map

CHC Institutional Learning Outcomes

Program Review Web Tool Enter Assessment
Cycle Information

2. Click on the Excel Icon to the left of the “EIS Excel Sections Workbook.” Currently, this is the

only workbook that the CHC ORP has worked with and that contains methodologically sound
information that has been verified over time. The information from this workbook is what is
used to generate three of the tables in planning and program review for each discipline.

Reports Library

Type Name Report Type
EISSections MIS Reporting
|ZI_] EIS Excel Registration Totals Workbook ElSTotals MIS Reporting
El_] EIS Excel 320 Workbook EIS320Report 320 Reporting
@ EIS Excel Registration Workbook EisReq MIS Reporting
El] EIS Excel Students Workbook EISStudents MIS Reporting


http://csb-sharep-01/EIS/Pages/Default.aspx
http://csb-sharep-01/EIS/Pages/Default.aspx
http://www.craftonhills.edu/research
http://csb-sharep-01/EIS/Pages/Default.aspx

3. After the workbook is clicked on, the following Excel spreadsheet will open. You can click on the
worksheets listed in below to become familiar with what is available. However, the one that we
will be working with is the labeled “Section Efficiency.” Click on “Section Efficiency.”

- A B (o} D E F G H | J K L M N o P Q R
2 EIS Section Workbook - contains these worksheets with Section Data:

3 |sectionCnts Section counts by status, location and reporting year.

4 [FTES by Term FTES by division, dept and term.

5 Census Totals (Enroliment, FTES) with Res/NonRes subtotals. EIS

6 Student Performance measures (grades) for program review. Section

7 Section efficiency measures for program review Workbook

8 Faculty load comparsion with section load

9 AM Totals Totals by accounting method.

10 Dictionary Description of fields used in this section workbook

11 |Divcodes Division and Department Codes

12

12 |To pick a worksheet in this workbook, click a tab along the bottom. |£Jule the date each RptYr was last updated. |

14 |These worksheets are intended as starting peints for your investi RptYr 2001=Sections ending 7/1/00-6/30/01)

15 If you'd like to see more detail about a category. such as a division: j#Section: Collegeg=¥

16 |Double click on the row name (for éxample, "VPE" in the "DivisionSec” column). RptYR«¥| WareDate «f | C \'

17 [When the "Show Detail" box appears, pick a field like 22000 5/22/2002 1.730 4.,007|

18 "SubjectSec”, "CourseNameSec” or "DeptSec” to select the type of detail you'd like to see =2001 5/22/2002 1,661 3.874

19 (One way fo return to the original display is click "Edit" on the standard toolbar, then "Undo". =12002 7M6/2002 1,643 3,796

20 22003 | 11/18/2002 1.550  3.506|

21 If you'd like to see more detail about a cell, within a table:

22 | |Double click on the cell. For example, double click on a section count, such as "6" sections. To refresh: position cursor in table above,

23 JA new worksheet showing detailed information about the sections is created Right Click: "Refresh Data" N

24 | |This is called “drilling down".

25 Legend:

26 | |if you'd like to change the categories you're viewing, you can "drag and drop™. Total Student Contact Hours (TSCH) calculation depends on the section's accounting method:
27 [For example, on the "FTES by Term" worksheet, to view by division instead of accounting method:  |DC Daily Census TSCH = CensusEnr * Contact Hours

28 First position your cursor on "DivisionSec", then drag and drop it near "Accounting Method" DI Daily Independent TSCH = CensusEnr * Units * TLM

29 Wait for the table to be recalculated - this may take a couple minutes. Wi Weekly Independent TSCH = CensusEnr * Units * TLM

30 Similarly, you can drag "Accounting Method" from its position as a category LS Weekly Census TSCH = CensusEnr * Contact Hours * TLM/DTL

3 and drop it to the position where "DivisionSec" was. PA Positive Attendance TSCH = Actual posted hours

32 PA, if no hours posted” TSCH = Total Students * Contact Hours * PA Estimator (.85)
33 CensusEnr, before census date, estimated using current enroliment

34 FTES = TSCH/525 WSCH (Weekly Student Contact Hours ) = TSCH/ TLM
35 District Term Length (DTL) = 18 Term Length Mutiplier (TLM) = 17 5

36
M 4 » M| Contents - SectionCnts ~FTES by Term - CensusTotals StuPerformance SectionEfficency LoadCompare “AM Totals Dictionary -~ Codes %2
Ready | B2

4. After clicking on “Section Efficiency” the following worksheet opens. The information in this
worksheet is old and not current until you refresh it. You will need to refresh the information
every time you open the worksheet.

"2 Format Peint | VN 1 2 A [EE B W 5 Merge & Centes $-% + WA ditcna Good
fermating

Secuity Warning D . ,
Al w 5=
A B8 C D E F G H | J K L M N o
Section Efficiency
Census subtotals for Resident/Non-Resident students are shown on "CensusTotals” worksheet
"LoadCompare" worksheet compares FacLoad with SecLoad
C 'v
LocationSed (Al)
RptYear (AN) > Report year depends on Secbon’s End Date,
RptEstimate (All) A Census Totals (Enroliment, FTES) estmated until census date or PA posted
TermSec  |2001FA & If section ended, "EnrActive” is final enroliment
 Accountingl (Al PA sections do not have a true Census Date, exclude from %Retention?
(AN) - Made Sections = Status "A" or "P"
Data

DIV -|DeptSec | #Sec__ Units _ Cap EnrBeg EnrMax :nrCi 2 FtesTotsl WSCH _FaclLoad Nsch/FacLc %Retent |
+ VADM 7 80 97 118 103 95 415 125 067 18584 92%
+VBUS 135 3740 3412 3951 569 2901 406.81 12.204 26 46 461.23 81%
+VCMJ 58 1577 3695 3031 3.062 044 3023 226 6,794 1423 477 45 99%
+ VHEA 90 2743 2775 2261 2465 311 2046 318 9.561 3192 299 52 89%
+ VHUM 313 10215 8735 7874 9.120 112 6,306 1,026, 30,800 69.89 44070 78%
#VLRS 50 450 2024 1008 1158 086 934 47 1422 222 64051 86%
*VPE 99 1520 3675 2425 3.043 801 2226 339 10.179 17.53 580 .64 79%
+VSCI 345 10595 9211 7495 8627 568 5552 98780 29634 6165 480. 73%
+VSOC 17 5260 5978 535 6.092 503 4374 54956 16.487 3067 537
*VIEC 166 5645 2853 184 2,355 242 1982 40217 12.065 31.79 379.
+ VWRK 8 2340 1,150 34 401 346 234 3750 1.125 27 406.14
Grand Total 1524 5 452 35133 40392 36685 29673 434650 130395 2898 44995




5. To refresh the information in the worksheet so that it is current as of yesterday evening,
and click refresh.

mouse click on the bottom right cell (i.e. 81%),

ynnections have been disabled  Option:

@ Security Waming Dal

right

026 - Jx | 80.8859206760256%

A B c D E F G H | J K L M N 0 P Q R P
1
2 (
3 Census sublotals for Resident/Non-Resident students are shown on "CensusTolals" worksheet
4 "LoadCompare" worksheet compares FaclLoad with SecLoad
5 C v =
6 |LocationSe((Al)

RptYear | (All) Report year depends on Section's End Date.
8 |RptEstmatd(An |~ | Census Totals (Enroliment, FTES) estimated until census date or PA posted
9 2001FA If section ended, "EnrActive” is final enroliment
10 (A PA sections do not have a true Census Date, exclude from %Retention?
11 Made Sections = Status "A" or "P"
i2 4 | copy
13 Data
14 [DIV_ [~|DeptSec | #8ec  Units _ Cap EnrBeg EnrMax:nrCentolnrActiv FlesTolal WSCH Facload Nsch/Faclc %Re © to™ !
15 + VADM 7 80 195 97 118 03 95 415 125 067 185 84 biumber Format.
16 +VBUS 135 3740 4,161 3412 3951 ,569 2,901 406.81 12,204 26.46 46123 (J RS
17 “VCMJ 58 1577 3695 3,031 3062 044 3023 226 47 6,794 14.23 477 45 - =
18 © VHEA 90 2743 2775 2,261 2465 11 2046 31869 9,561 31.92 299.52 =
19 © VHUM 313 10215 8735 7874 9,120 112 6,306 _1,026.67 30,800 69.89 440.70 X Remoye “¥Retent
20| [ViRs — 50 450 2024 1,008 11581086 034 4740 1422 220 64051
21 [V 99 1520 3,675 3,043 2226 33920 10179 1753 56064 53 Siw ook
22 #VSCI 345 10595 9211 8,627 568 5552 987.80 29634 61.65 480.68
23 |svsoc 179 5260 5978 6,002 437454056 16487 3067 _ 537.56 % | value Field Setting
24 #VIEC 166 5645 2853 2,355 1,982 40217 12,065 31.79 379.53 PwvotTable Options.
25 | “VWRK 82 2340 1,150 401 3 234 3150 1,125 277 406.14 B Hice Fieid st
26 |Grand Total 1524 44165 44,452 35133 40392 36,685 29,673 4,346.50 130,395 2898 449 95| oy Tm
2 Aial <10 - A NS % 0 P
28
B E - A4 M

29

6. After clicking on “refresh” the following security notice comes up, click OK.

Microsoft Office Excel Security Notice

@ Microsoft Office has identified a potential security concern.

The operation connects to an external data source.

External data sources are used to import data into Excel, but connections to
external data sources can be used by queries to access confidential
information available to other users, or to perform other harmful actions. I

I you trust the source of this file, click OK. I
P I
I < 0K > . Cancel "

“Oh no, what will | do now?”

Microsoft Office Excel

WELL, IT WASN'T LOVIE'S
THE MOTOR — T'LL
TRY REPLACING

THE OTHER STUFF.

GARAGE




Setting-Up EIS

1. Under “CollegeSec” choose “C” for Crafton

1
2 Section Efficiency
3 T\ Census subtotals for Resident
4 ‘GnllegeSec ( |C ) [] "LoadCompare" worksheet co
5 (Ary —
6 -C
7 \(fh\ank] Report year depends on Secti
8 b Census Totals (Enrollment, FT
9 . If section ended, "EnrActive” i !
10 PA sections do not have a tru
11 Made Sections = Status "A" ol
12
:]Ij [T select Multiple ems Uni c En Enian |E
nits ap nrBeg EnrMax En
16 = 0.0 0 2 -

2. Under “StatusSec” make sure that only active (“A”) sections are chosen and de-select cancelled
(“C”), pending (“P”), and sections on (“H”). There may be reasons to include cancelled, pending,
or sections that are on hold, depending on what you are doing. You can always go back and
check these again.

4 CollegeSec C 3

5 LocationSec (All) hd

5] RptYear (All) M

7 RptEstimatedSec (All) M

8 AccountingMethodSe (All) M

9 StatusSe (Al T
10

11

12 |
13 |
14 \u
15

16

17

:]]g Select Multiple tems

20 [ QK J { Cancel

21




In the Pivot Table Field List remove DIV and DeptSec from Row Labels (Click on and drag into the
“Choose fields to add to report” window.)

- @ - 5 x
B m— Z AutoSum -
| B [ema e = & [ 5 @
i . g (3] Fill -
Fl ;ﬂ_g‘ Conditional Formatas Good Neutral = Insert Delete Format 2 a v Sort & Find &
Formatting -~ Table - - - ear Filter = Select -
e} Styles Cells. Editing

=

L M N o P

PivotTable Field List v x

Choose fields to add to report:

>

n "CensusTotals" worksheet.

T

[ ] Basieskillssec

[] censusDateSec

[] ClackHoursTotSec

[] codeCipsec

[] CodeTapsSec

[] CodeUniquesec

[] collegesec v
[] ContactHoursTotSec

Flcapeasec Click on and drag to the “Choose

WSCH __ FacLoad Wsch/Facl %Retent [l CourseLevelSec

03,356 293.13 31849 93% ] Courseam fields to add to renort” Window

PA posted

2ntion?

3

| 84157 12905 65213 82% [crederypesec

V24,006 60 40010 81% [CJoayoreveningsec g

) 154,971 41481 37350  95%

v 94.054 201.91 465.82 099%)| Drag fields between agfas below:

; 80'945 17938 45125 7% 7 Report Filter E8  Column Labels P

18277 52 35148 80% Collegesec v~ ][ = values -

117,108 17829 90% Locationsec ~ 3

| 74%) RptYear ~ |

i [ 81% Rptestmatgfisec  ~

i 48250 55%) Termseq -

) 0.00 0% il RoyfLabels X Values

j 42096 83%)

B 492115 75% DeptSec v Units h
22484 53.41 42097 83%) Cap =

} 6075 1282 47387  85% EiEeq =

3 9050 2003 45185 86%) EnrMax —

i 24770 A7 66 82%! "] pefer Layout Update

366 09
adCompare AM Totals ~ Dictionary [IJM___u

From the “Choose fields to add to report” window click on and drag TermSec to Row Labels

@ - = x

(=] T AutoSum -
B [oma o = & [T i @
= - = 9] Fill -
Conditional Formatas Good Neutral — || Insert Delete Format 2 Clear - Sort & Find &
Formatting = Table - - - - Sl Filter = Select -

styles Cells Editing

M N (¢] P

PivotTable Field List v x

Choose fields to add to report:

1susTotals" worksheet. E SAMcodeSec I’
[v|seckey
[ |secWareDate
|| startpatesec
[ |statusDateSec
ted [/|statussec '
[ |SubjectSec
mony
TermSec )

TermSeme: ec
[Termvearsec

rad Wsch/Fai %Retent
815 45975 89%|

1 m_

=
“

]

e /

["f wsch/Load
[ xiistsec

o

q fields between areas below:
Report Filter 5 Column Labels

{ocationsec > +|| £ Values >
ptrear -
botEstimatedSec ~
ccountingMethodsec
tatusSec -

L

F |

1§ Row Labels = Values

#5ec ~
Units v

cap -
EnrBeg -

EnrMax v |~

[ pefer Layout Update Update

iare_~AM Totals ~ Dictionai I m

[EEE e 0




From the “Choose fields to add to report” window find TermSemesterSec and TermYearSec and
drag each field into the “Report Filter” window.

ompatibility Mode]l®Microsoft Exce
@ - o x
B = I AutoSum ~
Cm ﬂ #
ﬁ Normal Bad H ?‘ L!__\ @ -
matas  Good Neutral _ || Insert Delete Format & Clear - Sort & Find &
sble - - - - Gz Fitter - Select -
Styles Cells Editing
v
N 0 P (8 pivotTable Field List v x
Choose fields to add to report:
rksheet. []sAMcadeSec a
[/]seckey
[ ] SecWareDate
[|startDatesec
[ ] StatusDateSec
[/|statussec 4
[ |SubjectSec
[]synonymsec
TermSemesterSec
a%Retent w
) 0% =
p 0%
bl 0% ~
bl 0%
3 7% Drag figlds between areas below:
1 84% v Rpport Filter 2 Column Labels
J 0% Loctionsec v 2| [ = vales -
4 82% Rptvear e[
3 85% RptEstimatedSec > =
3 82% AccountingMethodSec ¥
3 82% StatusSec > |-
1 88% [l Row Labels = Values
7 80% - =
3 81% TermSec #Sec -
5 9% units [
c -
3 81% =3
3 89% EnrBeg -
3 0% EnrMax M
|| Defer Layout Update pdate
[EIEIERT Y SE==E =]

Under TermSemesterSec on the left choose the appropriate term: FA for fall, SM for summer, or
SP for spring. In this case FA for Fall.

CollegeSec C Ed
LocationSec (All) |~
TermSemesterSec | (All) |-

D Select Multiple tems

I, oK l l Cancel




7. Click on TermYearSec on the left select multiple terms and deselect all of the WF, PC, and CS

terms.
PivotTable Tools EISSections.x|silCompatibility ModeJ@Microsoft
- Home | Insert  Pagelayout Formulas  Data  Review  View  Developer  Acrobat ~ Options  Design @ - = x
= cut = ) == ==, X AutoSum -
=) i cony Arial = Wrap Text General ~ ij ﬁjﬂ’ Normal Bad — EEgisy ;_] A %T Lﬁ
nafte F Format painter || B £ U <[ A 3 Merge & Center - ||| § - % 1 ||%8 %8| Fc:r”mda‘g?n"ga" F?r;rl:\aetfs Good Neutral = lrvsvert Delete Format & Clear - ;Iutretr&" sF;n‘:d&v
Clipboard iEl Font & Alignment & Number {E] styles Cells Editing
| B13 - £ ¥
A B (93 D E F G H J K Ly M N (o] B PivotTable Field List v %
1
2 Section Efficiency Choose fields to add to report:
3 Census subtotals for Resident/Non-Resident students are shown on "CensusTotals" worksheet [ ]5AMcodeSec i
4 Ci C Ed "LoadCompare" worksheet compares FaclLoad with SecLoad []seckey
5 [LocationSec (Al - ["|secarepate
6 [TermSemesterSec |FA = [Clstartbatesec
7 Termpemec (All) - Report year depends on Section's End Date, [ statuspatesec
8 Census Totals (Enroliment, FTES) estimated until census date or PA posted [V]statussec v
9 If section ended, "EnrActive" is final enroliment [subjectsec
10 PA sections do not have a true Census Date, exclude from %Retention? [ClsynenymSec
11 2000 Made Sections = Status "A" or "P"
12 2001 v
13
14 Units _ Cap EnrBeg EnrMax EnrCenT EnrActive FtesTote WSCH _ Facload Wsch/Fai %Retent '
15 = 1.0 40 1 1 0 0 000 0 0 0.00 0% (| wsch/Factoad ‘;
16 < 2,080.0 21,735 14,162 16,625 14,552 11,272 ###4 52,750 125.08 42173 77% [Clwsch/Load L]
17 2,063.8 21,236 13,922 16,948 14,829 12,118 ##H#H# 53,825 120.7 44594 82% [“Ixistsec ail
18 19223 21779 13306 16211 15045 12336 & 53892 12053 447.13 82%
19 41,930.8 22,033 14,028 17,563 16,476 13,306 ### 57,805  120.89 478.16 81% brag fields between areas below:
20| |o2wFFA 63 00 1,630 696 778 0 765 0.00 0 0 000 0% 7 R al @l ehiE
21 2004FA 533 1661.8 20,121 14,482 17913 15497 13,884 ###% 56,895 106.94 532.03 90% CollegeSec v | 2| | = values A
22 2003FA 532 16715 20,570 14,606 18,621 16,379 14,379 ### 60,114 107.44 55952 88% LocationSec A =‘
23 2005FA 545 1,736.3 19,686 13,003 15270 13,902 11,875 ##### 53,125 11413 46548 85% TermSemestersec v |||
24 04WFFA 85 00 2416 1,013 1,074 0 1,046 0.00 0 0 0.00 0% TermYearSec -
25 03WFFA 83 00 2630 1,521 1637 0 1,623 0.00 0 0 0.00 0% RptYear - -
26 |2006FA 560 17000 19,510 13,848 16346 14,656 12,530 #est 55057 11800 47027 86% i Row Labels pgrT—
217 2008FA 660 2,075.5 22,195 16,888 18,867 17,562 15,008 ##4#H# 66,827 137.54 48588 85% = - = =R
28 2007FA 620 1,9645 20,810 15,034 17,230 15,554 13,267 #HansH 59,939 129.84 46164 85% Units = ‘gl
29 2009FA 623 1,989.0 21,919 18,095 20,615 18,763 16,250 ##s 71,248 13498 52784 87% =
30 |O6WFFA 18 0.0 330 26 31 0 31 0.00 [} 0 0.00 0% Cop =
31 |05WFFA 97 00 27334 77 828 0 814 000 0 0 0.00 0% EneBep e
32 2010FA 586 1,862.5 20,979 17,430 19,697 18,201 15,880 ##R#H# 69,037 123.37 559.59 87% EnrMax —
33 2011FA 520 16330 17 276 0 1] (1] 000 0 105 2! 000 0% [] pefer Layout Update
M <« » M Contents = SectionCnts - FTES by Term - CensusTotals StuPerformance | SectionEfficiency < LoadCompare ~AM Totals  Dictionary |l
Ready | 21 [EEE e == )

8. You are left with the enrollment section information for the current and prior fall semesters (see

below).
CollegeSec C -7 "LoadCompare" worksheet compares FacLoad with SecLoad.
LocationSec (All) -
RptYear (All) -
RptEstimatedSec (All) - Report year depends on Section's End Date,
AccountingMethodS4 (All) - Census Totals (Enrollment, FTES) estimated until census date or PA posted
StatusSec (All) -7 If section ended, "EnrActive” is final enroliment.
TermSemesterSec  [FA - PA sections do not have a true Census Date, exclude from %Retention?
TermYearSec (Al d Made Sections = Status "A" or "P"

Data

TermSec - |#Sec Units Cap EnrBeg EnrMax  EnrCenTEnrActive FiesTotal WSCH FacLoad Wsch/Fai %Retent
1999FA 721 2,080.0 21,735 14,162 16,625 14,552 11,272 1,758.32 52,750 12508 421.73 7%
2000FA 723 20638 21236 13,922 16,948 14,820 12118 179418 53,825 1207 44594 82%
2001FA 660 19223 21,779 13,306 16,211 15,045 12,336 1,796.41 53,892 120.53 447.13 82%
2002FA 639 1,930.8 22,033 14,028 17,563 16,476 13,396 1,926.83 57,805 120.89 478.16 81%
2003FA 532 16715 20570 14,606 18,621 16,379 14379 2 003.81 60,114 107 44 55952 88%
2004FA 533 16618 20121 14,482 17,913 15497 13,884 1,896.51 56,895 106.94 53203 90%
2005FA 545 1,736.3 19,686 13,003 15,270 13,902 11,875 1,770.85 53,125 11413 465.48 85%
2006FA 569 1,799.0 19510 13,848 16,346 14,656 12,539 1,865.24 55,957 118.99 47027 86%
2007FA 620 19645 20,810 15,034 17,230 15,554 13,267 199797 59,930 12084 46164 85%
2008FA 660 20755 22,195 16,888 18,867 17,562 15,008 2227.58 66,827 137.54 485.88 85%
2009FA 623 1,989.0 21,919 18,095 20,615 18,763 16,250 237492 71,248 13498 527.84 87%
2010FA 587 18635 21,012 17463 19,733 18,237 15,923 230591 69,177 12344  560.41 87%
2011FA 542 17140 19,078 15,549 17,962 16,587 14,818 2,027.49 60,825 112.76  539.42 89%
2012FA 551 1,739.0 19,229 0 0 0 0 0.00 0  109.35 0.00 0%
Grand Total 8505 26,210.8 290,913 194,386 229,904 208,039 177,065 25746.02 772381 168261 45904 85%




9. Save this on your Desktop by clicking on the save icon, or by clicking File and Save. In the future
you do not have to set this up again. All you need to do is to refresh it each time you open the
file. You can work from this file now to set-up the same file for spring and summer.
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What if I want to look at the section information for courses in my

Division only?

1. Asanillustration, the Math, English, Reading, and Instructional Support will be used to illustrate
how to set-up the section information for a specific division. First, drag the “DIV” field from the
“Choose fields to add to report” window to the “Report Filter” window.

PivotTable Field List

Choose fields to add to report:

=y

] CoopEdSec

[ |CourseLevelSec
[|CourseNameSec
[ creditTypesec

DIV

EndDateSec
[|EnrActiveSec
[V EnrBegSec

[ EnrCenNiresSec

[ |EnrCenResSec
[/|EnrcenTot

| EnrDropB4startsec
EnrFTESNRes

[ payOrEveningSec
[ |Deptsec

Drag “DIV” so

thatitis in the

“Report Filter”
window.

rag fi een areas below:
Report Filter 4  Column Labels

ocationSec 2 i BV
ptYear hd
ptEstimatedSec > ||=
ccountingMethodSec ~
tusSec -
i1 Row Labels T Values
SubjectSec - #Sec
CourseNameSec A Units
Cap
EnrBeg
EnrMax

[ ‘Defer Layout Update

11

When you are done it will look like the following:

PivotTable Field List

Choose fields to add to report:

v x

T
|| coopEdSec

[ courseLevelsec
[¥]CourselameSec
|| CreditTypeSec
[|payorEveningsec
[ |peptsec

| |EnrCenhresSec
[]EnrCenResSec
[/|EnrCenTot
["]EnrDropB4startsec
EnrFTESNRes

7 Report Filter

Drag fields between areas below:

#H Column Labels

]

Drag “DIV” so

thatitis in the

“Report Filter”
window.

x Values =
RptYear h
RptEstimatedSec -
AccountingMethodSec ¥
StatusSec A
-
14 Row Labels Z  Values
SubjectSec #Sec |
CourseNameSec Units e |E‘
Cap S
EnrBeg g
EnrMax hA
[ pefer Layout Update
== e




2. Next, click on “DIV,” click on “Select Multiple Items,” and choose the departments in your
division. For the MERIS division choose CENRG for English and Reading, CMATH for math, and
CTTRC for CHC and Library courses.

CollegeSec C g
LocationSec (Al -
RptYear (All) -
RptEstimatedSec (All) -
AccountingMethodSq (All)
StatusSec (Ally 7
DIV (All) |~
e &
-[wvsTu B
5] ~[lceos
1= -[lcomie
-] cPHSY
-[Jecsocs —
|| cp =
cl €
gl o (=]
Select Multiple Items
[ QK ] l Cancel l

12



It is most likely that we are not interested in looking at this information for all of the fall
semesters, and are probably interested in the current term only. However, you can play around
with the views and move variables around. You cannot mess up any of the data.

Accordingly, let’s remove the “TermSemesterSec” and “TermYearSec” fields from the “Report
Filter” window by dragging them into the “Choose fields to add to report” window.

Next, let’s drag the “TermSec” field from the “Row Labels” window to the “Report Filter”
window. Finally, drag the “CourseNameSec” into the “Row Labels” window and “SubjectSec”
from the “Choose fields to add to report” window to the “Row Labels” window. Make sure that
“SubjectSec is above “CourseNameSec.”

PivotTable Field List

Choose fields to add to report:

[ ST T T

|| CoopEdSec
|| CourseLevelSec

[ CourseNamesec “Please, not more dragging.”

|| CreditTypeSec

[~|payorEveningSec
[|Deptsec 7
[ pisabilityStatusSec » .
[v] DIV E'd
| |EndDatesec
|| EnrActiveSec
.
q .
1!

m

||EnrBegSec

| |EnrCentiresSec

[ |EnrCenResSec

[#|EnrcenTot

[ |EnrDropB4StartSec

[ |EnrFTESNRes =

Dragq fields between areas below:

¢ Report Filter #H Column Labels
e T = Values "
ptYear 50
RptEstimatedSec - d
AccountingMethodSec ¥ | =
StatusSec s
DIV b5
O
1 Row Labels E Values
. Q
SubjectSec hd #Sec = b Sve %
CourseNameSec hd Units E - e v
L.
Cap Mativtiosstacom

EnrBeg
EnrMax

Flajfaafaj)4

D Defer Layout Update

||= O/ M) 00su(=)

b

@
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4. Now you can look at the number of active sections, enrollments, FTES, and WSCH/FacLoad ratio
for the courses in your division. In addition, you can also add the “SynonymSec” field to the
“Row Labels” window to examine enrollments by section.

Data
SubjectSec 7| Courzetarne! = | #Sec Unitz=  Cap EnrBeg Enrhdax EnrCenTc Enractive FlesTotal 'WSCH  Facload WechiFacl *FRetent
=ICHC CHC-090x4 1 20 25 24 26 25 24 155 45 013 357,14 963
CHC-0994 E £0 165 160 188 17E 165 5.87 176 n4z2 419.05 943
CHC-100 1 3.0 25 24 30 25 20 2.50 75 0.2 375.00 805
CHC Total ] .o 215 208 244 226 209 9.9 297 0.75 396.57 925
SIENGL ENGL-01G 15 60.0 378 384 429 399 338 53.20 1.596 4.05 394.07 0522
ENGL-101 24 96.0 594 [ EE4 E21 525 82.80 2.484 E.48 383.33 853
ENGL-101H 4 16.0 8 2 3 2 2 0.27 g a 0.00 1002
ENGL-102 12 480 300 I 356 324 289 43.20 1.296 324 400.00 833
ENGL-102H 2 80 5 5 5 5 5 0.67 20 a 0.00 1002
ENGL-103 1 30 [5] 22 22 20 iEl 2.00 [=in] 0 0.00 952
EMNGL-127x4 1 30 ] 12 A 7 17 5.10 153 0.43 355.81 o0z
ENGL-152 2 8.0 50 43 55 50 36 B.E7 200 0.54 370,37 T
ENGL-155 1 30 25 22 23 15 5 143 43 0.z 214.29 o0z
ENGL-155H 1 30 5 2 2 2 2 013 5 a 0.00 10024
ENGL-232 1 30 30 il 32 il 30 310 93 0z 455,00 97
ENGL-250 1 30 30 29 il 26 25 260 78 0z 350.00 963
ENGL-261 1 30 30 26 26 7 1A 162 43 02 242,86 a8
ENGL-314 7 28.0 175 174 130 183 152 27.52 825 189 436.75 83
ERGL Total 732850 1722 1677 1856 1712 1470 230.35 E.911 17.43 396.48 962
=ILRC LRC-500x4 7 0.0 7.000 1186 1205 1131 1173 0.00 0 0 0.00 983
LRC-907 1 0.5 75 9 45 28 40 197 55 0.07 845.71 433
LRC-320 1 20 25 g 8 g 4 0.40 12 013 923 B
LRC-925x4 2 15 130 15 21 & 17 132 10 0.1 188.21 1062
LRC-960x4 2 20 0 M 42 12 38 13 130 0.2a 46476 03
LAC Tatal 13 6.0 7.230 1260 13 1283 1272 8.03 241 [E] 349.07 EEES
=IhATH MATH-090 10 40.0 340 357 398 373 302 51.34 1.540 27 570.47 a1
MATH-090E 1 15 35 9 9 A 18 112 34 012 280.29 o0z
MATH-090C 1 10 35 16 9 16 18 0.92 29 01 29257 T3
MATH-095 15 60.0 520 533 B16 581 463 80.51 2415 4.05 596.35 a0
kAATH-0958 1 15 35 6 6 it M 157 47 014 337.30 10024
kA TH-095C 1 15 3 L] 15 15 1B 151 15 014 3238 1002
rAATH-102 8 320 260 278 323 292 238 38.75 1163 2716 538.20 82
rAATH-103 3 12.0 05 05 127 117 78 15.60 462 0. 577.78 B7
MATH-108 3 120 125 92 17 m m 14.80 444 0.27 164444 9
MATH-11G 1 30 35 36 40 38 36 3.80 4 0.z 570.00 952
MATH-160 2 8.0 70 51 55 51 46 6.80 204 0.54 3777a 905
kAATH-250 2 2.0 70 548 E2 1 49 213 244 054 451.85 803
kAATH-251 2 8.0 70 43 46 44 34 5.87 176 054 325.93 T
» M| Contents ~ SectionCnts ~FTES by Term . CensusTotals StuPerformance | SectionEfficiency - LoadCompare
=)

5. Remember that you can save the excel spreadsheet on your desktop and open it at any time. All
you need to do is refresh it each time you open it.

@ Security Warning Da

026 = Jx | 80.8859206760256%

A B c D E F G H 1 J K L M N 0 P Q R P
1
2 (
3 Census subtotals for Resident/Non-Resident students are shown on "CensusTolals" worksheet
4 “LoadCompare" worksheet compares FacLoad with SecLoad
5 C \' =
6 |LocationSe{(Al) ||
7 RptYear (A - Report year depends on Section's End Date,
8 [RptEstimatd (Al) - Census Totals (Enroliment, FTES) estimated until census date or PA posted
9 [TermSec [2001FA [ If saction ended, "EnrActive” is final enroliment
10 [Accounting| (Al) - PA sactions do not have a true Census Date, exclude from %Retention?
11 [StetusSec | (A K Made Sections = Status "A" or "P"
i2 4a | Copy
13 Data
14 [DIV_ [~|DeptSec | #Sec _ Units _ Cap EnrBeg EnrMax:nrCenTolenrActiv FlesTolal WSCH Facload Nsch/Faclc %Re © £o™ <o
15 |#VADM 7 80 195 o7 118 03 95 415 125 067 18584 Number Format
16 |« VBUS 135 3740 4,161 3412 3051 560 2001 40681 12204 2646 46123 4 gefresh
17 [Evemd 58 157.7 3,695 3031 3,062 044 3023 22647 794 14.2 477.45 5
18 [SVHEA 90 2743 2775 2,261 2,465 311 2,046 3186 561 31 299.52 e Y
19 [EVHUM 313 1,0215_ 8,735 7,874 9,12 12 6,306_1,02667 30,800 69 440.70 X | Remoye “%Retent"
20 & 50 450 2024 1,008 1,156 1,086 934 47 1422 222 64051
21 99 1520 3675 2425 3043 2801 2226 33920 10179 1753 _ 560.64 = e
22 e 345 10595 0211 7495 8627 _ 7,568 5552 987.80 29634 6165 48068 %
23 [wvsoc 179 5260 5978 5350 6,092 5508 4,374 549.56 16,487  30.67 _ 537.56 U | Value Field Settings
24 |HVIEC 166 5645 2853 1,840 2356 2242 1982 40247 12,065 3179 37953 PivotTable Options
25 [EVWRK 82 2340 1,150 340 401 346 234 3750 1,125 277 40614 B Hice Fieid List
26 [Grand Total 1524 44165 44,452 35133 40392 36685 20673 4,346.50 130395 2808 44995 ik T
21 Arial -« |10 AN %19
28
29 B I W - A4
e
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Tips and Tricks

Selecting Cases that Can Also be Viewed

If the user wants to select records in the Report Filter and also be able to view them at the same time,
the user will need to first move the field to the “Report Filter” window, select the types of records that
the user wants to view, and move the records back to either the Row or Column Labels window.

1. What if the user wanted to see both the Fall 2011 and Fall 2012 terms in the Columns window?
First drag the “TermSec” field into the Report Filter window.

Choose fields to add to report:
L icodecipsec - ¢ Report Filter
CodeTopsS 4
D ndetopssec TermYearSec 7
[ | codeUnigueSec B
I Colleg - RptEstimatedSec -
v eSec
T AccountingMethodSec A
|| ContactHoursTotSec
StatusSec v ||=
|| CoopEdSec =
SubjectSec h
|| CourseLevelSec ] |
¥ |-
Oourﬁel'lameSec
[ CreditTypeSec % cColumn Labels
[ |DayOrEveningSec =
[ |DeptSec e
[T InisahilivStatussen

2. Click on the drop down window for “TermSec,” click on “Select Multiple Terms,” uncheck “All,”
and check Fall 2011 and Fall 2012.

11 [TermSec [ (All) Il
12 | ol
13  |Coursel - Tof
14 BIOL-1( |
15
16
17 [ 7 |
18 BIQOL-1 =

O zo1zsp =
19 “.[]20135P =
;? Select Multiple tems
22 [BIOL-1: [ ok [ cancer |[
23 —
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3. Dragthe “TermSec” field from the Report Filter window to the Column Labels window.

[ 9.
Choose fields to add to report: i
| [Feotecpsec g g R
CodeTopsSec & b
ECUdEUn;uESEC | Termyearsec h TermSemestersec A
i RptEstimatedSec -
- [cotegesec v AccountingMethodSec A TermYearSec M| £
|| ContactHoursTotSec .
[] CoopEdSec StatusSec ~ ‘:‘ RptEstimatedSec -
[] Coursel evelSec ' = AccountingMethodSec v ||[=
|| CourseNameSec -~ -
[ | CreditTypeSec olumn Labels SEIEEY |
[ |DayOrEveningSec = SubjectSec v | v
[ |DeptSec e
[ nisahilitvGtatusSec j Column Labels
-
4. The user can now view the two selected terms in the columns.
1£
13 TermSec x|
14 | |CourseNameSec ~ |Data 2011FA 201 ZFD Grand Total
15 BIOL-100 #Sec 7 7 14
16 Cap 224 217 441
17 EnrCenTotal 225 224 449
18 %Retent 91% 100% 95%
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Moving Values to Rows and the Term to Columns

If the user wanted to examine the number of sections offered in each term for the last two terms and
read the information from left to right rather than scrolling down, the user will need to move the

calculated values to the columns.

1. When trying to plan section offerings it might be easier to view information from term to term
so that the user can see the sections from term to term without having to scroll down.

Here the user has to scroll down to see how many sections of ANAT-101 were offered in Fall

2012.
| Data
TermSec 7 |CourseNameS - [#Sec Cap EnrCenTotal %Retent
=2011FA ANAT-101 6 192 198 80%
ANAT-150 5 160 180 71%
ANAT-151 2 64 67 93%
ANAT-159X4 1 5 5 100%
BIOL-100 7 224 225 91%
BIOL-130 2 48 37 92%
CHEM-101 6 180 176 91%
CHEM-102 1 24 21 95%
CHEM-150 2 36 36 92%
CHEM-151 2 38 37 95%
CHEM-212 1 20 23 70%
PHYSIC-100 4 56 56 80%
PHYSIC-110 4 16 15 73%
PHYSIC-200 4 16 19 42%
2011FA Total 47 1,077 1,075 84%

2. If we move the section, cap, census, and retention data to the Row Labels and the Term to the
Column labels changes over time might be easier to identify. Dragthe “Values” to the “Row
Labels window and the “TermSec” field to the Column Labels window.

4 Column Labels

1] Row Labels

CourseMNameSec
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3. Now the user can see the section and enrollment information over time by course without
having to scroll down.

| TermSec 7

[CourseNameSec - |Data 2011FA 2012FA Grand Total

ANAT-101 #Sec 6 8 12
Cap 192 192 384
EnrCenTotal 198 190 388
%Retent 80% 100% 90%
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