ADDING THE AUTO ANALYSIS SHEET and (if wanted) the PIVOT TABLE

What are we trying to do? – Copy the Auto Analysis Sheet (and/or the Pivot Table) from the original document downloaded/provided and Paste it into the school’s current Student Mapping Tool.

A.The Auto Analysis Sheet

Step 1: Open both the original document with the Auto Analysis sheet (and the     Pivot Table)…. AND…. your school’s SMT. 

1. On the original document with the Auto Analysis: Locate the tab at the bottom of the document for the Auto Analysis Sheet: right click the tab > select Move or Copy >…….a new box opens. In that box:
2. “To book”: select the appropriate SMT i.e. your school’s SMT 
3. “Before sheet”: select somewhere before the ‘Master List’

4. Tick the box: Create a copy > OK

Step 2: Complete the process by breaking the link back to the original copy

Working with the school’s SMT document: ‘Unprotect’ the Master List in your school’s SMT.
1. Highlight any cell in the Analysis Sheet that should have data, and you will see the formula in the bar at the top of the data.

2. Note: the original source of the data will appear in closed brackets e.g. ‘[Analysis Sheet (auto).xls] Master List’. We need to have the source of the data changed to your school’s data in your school’s SMT Master List.
3. Process: Home > Find & Select (within the Editing tab at the far right of the screen) > Replace. (If using an iMac: > Edit > Replace)
4. Highlight all the section which shows the source of the data, i.e. all the section within the two ‘….. ‘ (It could read- [Analysis Sheet (auto). xls]Master List ) > 0COPY > Paste into box showing “Find what:” Note: the source must be exact, including the spacing.
5. We type in the new source between the two ‘….’, i.e. Master List

6. Click on the box ‘Replace all’ (Note there may be well over 1000 replacements in a large school)

7. Click ‘OK’ when told the replacement is complete > ‘Close’
NOTE: there is space for data for both Primary and Secondary Schools. You may like to highlight the year levels that are not relevant > right click > select ‘Hide’
B. The Pivot Table

Step 1: the same process as Step 1 above – only this time you open the Pivot Table tab. ****CLOSE the original source document. Step 2 is slightly different.
Step 2:  Working with the school’s SMT document: ‘Unprotect’ the Master List in  your school’s SMT.
1. Click on any cell within the Pivot Table. Note a new box appears at the top, showing “Pivot Table Tools” > click on that box.

2. The Options tab, immediately below, is now highlighted > select “Change Data Source” within the ‘Data’ tab.

3. In the new box “Change Pivot Table Data Source” delete the original source by using the delete key to eliminate all the entry within the […..] - including the [ and ].

4. The correct entry should now read: ‘Master List’! $D$7:$AJ$5000 – BUT NOTE this is a trial copy and the $AJ will probably be changed LATER.
· OK…….and the data should appear.
From now on:

Click to open the Pivot Table Tools > in Options > select Refresh > Refresh
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