Troubleshooting the Pre-Post Test Tally
-Tips for Members-
· Peruse the Sample Test Tally as an example of how to complete this form properly.
·  If you taught three 4th grade classes, they all took test B and you are doing all calculations at once, make it easy on yourself and the ETL by using just one sheet. 
· In order to separate students into their respective classes, enter each teacher’s last name in parentheses in the first cell and then next to it type your first student’s name in the same cell. Example: (Smith) Joey
· Do not leave any spaces in column A between the first students name entered and the last! If there are blank spaces it will throw off the Total # of Students formula. 
· Enter ALL of your students’ names, regardless of whether or not they took either test. 
· How to enter data for a student that didn’t take one or both of the tests: 

· Most importantly – enter every student’s name
· If they got a Zero, enter a Zero (do not leave it blank)
· If they didn’t take a given test you can either:
· leave the cell Blank…….or
· type NA
· Getting incorrect test scores? – make sure you are using the correct tally sheet (A&B or C&D). Tests A/B have 10 questions, tests C/D have 20 questions. Therefore the set formulas will calculate an incorrect score if you use the wrong excel sheet.
· You may notice that you cannot change certain things on this worksheet. The sheet is protected. All cells with formulas are locked. This should not hinder your data entry. If it does, call the ETL.  
· The data in the yellow cells on the right hand side of this worksheet is used to demonstrate that WSP is meeting the performance measures. Please check to make sure all the automatic calculations make sense before sending this form to the ETL.  
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