Creating a Failure List from the Current Grades PivotTable

Following the steps in this document will create a pivot table listing of students who are currently failing

courses.

Step One - Updating the Data

Step Two -

Open the Current Grades pivot table spreadsheet for your school. The document is
password protected with the standard pivot table password.

Click the SourceData tab to make sure it is the current worksheet.
On the menu bar, Click Data > Refresh Data. This may take several minutes. (If you see the

spinning color wheel then Excel is still communicating with PowerSchool. Wait until the
color wheel disappears before clicking or typing anything).
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Click the GradeDistribution tab to select the worksheet.
On the menu bar, Click Data > Refresh Data.
Filtering the Students Who are Failing Courses

On the top, left corner of the GradeDistribution worksheet set the FINALGRADENAME
option to (All).
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2. In the Pivot Table navigate to the column for the letter grade “F” (Probably Column I). Scroll
to the bottom of this column to the cell that contains the “Total Count of STUDENT”.

3. Double click on the “Total Count of STUDENT” to create a new worksheet that lists the
names and other data for students who earned an “F” in any course for the selected
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4, Double-click on the generic worksheet name (example: “Sheet2”) on the tab of the newly
created worksheet to select it then type “Failures” and press return.
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Step Three — Creating the Course Failure PivotTable

1. On the Failures worksheet, click on any cell that contains data to select it.
2. Go to the menu bar at the top of your screen and click Data > PivotTable...
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3. Click OK on the Create PivotTable dialog box that opens. (This tells Excel that you want to
create your pivot table with the data on this worksheet.)

Create PivotTable

Choose the data that you want to analyze:

(&) Use a table or a range in this workbook

Location: ‘ESourceDa(a!SAS 1:50$19760

() Use an external data source

[E

Cet Dat No data fields have been retrieved

Choose where to place the PivotTable:

(*) New worksheet

() Existing worksheet

Location:

[ Concel |




A new worksheet will open and it will contain an empty PivotTable and PivotTable builder.
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On the PivotTable Builder, drag the following field names (listed in the top half of the
Builder) to the appropriate areas:

a. Report Filter: GRADE_LEVEL

b. Column Labels: FINALGRADENAME

c. Row Labels: STUDENT; COURSE_NAME

d. Values: STUDENT (which will display as “Count of STUDENT”)
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6. Some of the PivotTable styles use white text that may be hard to read. If desired, choose an
easier to read style for the PivotTable by choosing one from the PivotTable style gallery on
the PivotTable ribbon.
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NOTE: The new worksheets that you have created (Failures and Course Failures) cannot be updated
like the GradeDistribution and SourceData sheets can. To get updated results, you must complete
all three steps again. To delete Failures and Course Failures tabs that are no longer current, Control-
click on the tab name and choose delete from the submenu.
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