Learning to use the

WASHINGTON
QUERY SYSTEMmM

a computer-based reporting system that Mac and PC
allows you to create reports for the
ITBS, ITED and the Washington
Assessments of Student Learning

Part 3:
Charting and
Graphing
Student Data

Provided
by the
ESD 112
School
Improvement

Includes Team

instructions on using
Microsoft Excel

for this purpose ESD 112




Tahle of Contents

Copying and Pasting Data into Microsoft Excel

Copying the QUENY Dala.........ccccceeeuereeieeieseese e
Pasting the Data into Microsoft EXCEl .........cccccvveeviveievieseccieceeen
Customizing the Headings (Wrapping TeXt) ......ccccceveveereereeseennns
Customizing the Headings (Changing the Styl€) ..........cccoceeeveeenee.

Deleting ColumnS OF ROWS ........ccveviviieieereceeceesie e ee e

lllustrating the Data with a Chart or Graph ........

Setting UP the Chart ..........ccoov e
A SAMPIE Cart....cceeeceee e
Customizing the Titles for the Chart, X Axisand Y AXiS.......c.c.c.....

AddiNg NaTaliVe .....cc.eeeeeeeieee ettt ee e



Copying and Pasting Data into MS Excel

Step #1 . Strand Ethnic Group | Gender | First Enralled /£ Building | First Enrolled £ District | List
Click in the (empty) cell in the * x % % % % % =%

Count HNot Level Level Does Does Lewel Lewel
upper left corner, and drag the Tested 1 2 Not | Meet 3 4
mouse to the cell in the lower right B Meet | sStd.

corner. All cells should be high-
lighted in black.
Listening
Or... Fernale
Male

Unknown

If you only wish to copy the data
for some, but not all, records,
simply click and highlight the cells
you need.

Reading
Fernale
Male

Unknown

writing 100.0 100.0

Fernale 100.0 100.0

Male 16 100.0 100.0

100.0 100.0

Mathematics B 440
Fernale 44 4
427 3T 6 =R

100.0 L 100.0

Step #2:
Pull down the Edit menu and choose Copy.

Add Student...
Edit Student Information...
Delete Student

Rename Liser Field...
Add User Option...
Remove Liser Option




Step #3:

Open a new spreadsheet in Microsoft Excel. Click in cell 3A.. Pull down

the Edit menu and choose Paste.

The data will be pasted in rows and columns, similar to its arrangement in

Lindo Paste o
Repeat Paste HEY
Cut X
Copy 3

Paste Special...
Paste as Hyperlink

Fill
Clear

Delete...
Delete Sheet

HK

b
b

the Query software.
Move or Copy Sheet...
Find... #F
Replace... 3EH
GoTo..
Publishing 4
Links...
Object
O Workbookl
& E C E | G | H | J |

1

z

z # Count & Mot Tested % Level 1 E Lewvel 2 & Does Mot M % Does Meet 19 Level 3 E Lewel 4

4 |Listening 307 13 23 72

5 | Fernale 162 19 284 16

& | Male 143 07 273 27

T Unknown 2 u] S0 =0

g

2 |Reading 30z 23 [ T3 42 1 579 467 1.3

10 | Fernale 161 R 6.2 329 42 2 578 4T 5 14.3

11 | Male 129 07 5.8 353 417 S33 S0.4 79

12 | Unknown z S0 ] ] S0 S0 S0 ]

13

14 [writing 310 100 100 ]

15 | Fernale 162 100 100 ]

16 | Male 146 100 100 ]

17 | Unknown 2 100 100 u]

12

19 |Mathernatios 307 16 44 309 765 2T 5 15.3 g.1

20 | Fernale 162 25 44 4 29 753 241 12.6 105

21 | Male 143 07 42 7 ITE 763 2T .1 175 56

22 | Unknown z ] 100 ] 100 ] ] ]

23

24

25




Step #4:

To customize the row or column headings, select that row or column by clicking on its name. (The names of
rows can be found at the left edge; they are numerals. The names of columns can be found along the top; they

arf letter names.)

/

Workbookl ;% =]
A | B [ c© [ b [ € [ € T ® [ #® ] T Wy
1 —
o> =
3 | #Count WMot Tested Blewell  Flewsl? % DoesNot M % Does Meet ! % Level 3 % Leveld
4 EiStening a7 1.2 28 T2
= Fermale 162 1.9 284 716
& Male 1432 a7 273 T2.7
T Unknovwn 2 u] a0 a0
=2
9 |Feading 02 23 & 338 421 579 457 11.3
10 | Fernale 161 ER = 329 422 578 435 14.3
11 Male 139 a7 5.2 353 417 583 S0.4 T.9
12 | Unknown 2 S0 u] u} =11 S0 S0 u]
13
14 |w'riting 310 100 100 u]
15 | Fernale 162 100 100 u]
16 | Male 146 100 100 u]
17 | Unknown 2 100 100 [u]
18
19 |Mathematics 07 1.6 44 0.9 765 225 15.3 2.1
20 | Female 162 25 44.4 29 75.3 24.1 12.6 10.5
21 | Male 143 0.7 42.7 ITE 6.9 2Z.1 17.5 S6
22 | Unknown 2 0 100 0 100 0 0 o |
23 R
4| 4] | M} Sheetl / Shestz 7 Sheets 7 [T« Tun] DO B
Step #5 (Wrapping Text): e R L e s .I
If you wish to wrap the text within acell sothat | L4k Fhe % (g ar S Bt i D F Bt ),
the entire piece of text appears, select therow or [} | keltjaligndneng ' #0773 8800004 T

column. Then pull down the For mat menu and

choose Cdlls... A window like the one to the
right wifl appear.

Place g check in the box by Wrap Text, and —_|:

then click on the OK button. \

Data Wind«

Hilg -1 Tools

Row
Column
Sheet




Step #6 (Formatting the Headings):
If you wish to customize the

headings of your columns so that o 5 | = = = &
i benewa - = = =
they are bold, select the row or | B = = /= B=
column, and then click on the Bold D
button on the For matting toolbar.
The text will = Workbook1 EI] =]
A B [ © [ 1 [ € 1T F 1 ®_ 1 W _ ] T Wy
NOW appear, " =
bold. Nz =
AN
& Mot Tested % Does Not % Does Meet
z # Count fCamp. % Lewvel 1 % Level 2 Meet Std. Std. % Level 3 % Level 4
4 T ] I e ] T I e .
X | Female 162 1.3 5.4 716
6\| Male 143 0.7 275 727
\\; Linknovwn z u] 50 50
Y [ 1 .3 A - 1| R - 1] M- 1 - 1/ -5 /< v 2 1/ B i /B - 1]
1\ Female 161 3.1 6.2 329 472 578 4% 5 143
N1\ Male 139 0.7 5.3 353 417 S5.E S0.4 74
N | \Unknown 2 S0 0 ] S0 S0 S0 ]
13
14 ————————-
15 \ Female 162 100 100
16 | \Male 146 100 100 u
17 riknown 2 100 100 u}
158
19 |Hathemat ic IS I D T s s S
20 | Female 162 25 44 4 29 759 24.1 13.6 10.5
21 | Male 143 0.7 427 EX S TES 2z 175 55 |-
[4] 4] » | p Sheet1  Sheetz f Sheetz / [T« ] O B

Step #7 (Deleting Columns or Rows):

If you wish to remove a column or row, click on the name of that column or row to highlight it. Pull down the

Edit menu and choose Delete.

/\

| wWorkbook1 [=|
& L [ E [ F G H [ I [y
1 =
2 =
% Does Mot (% Does Meet
= % Level 1 % Level 2 Meet Std. Std. % Level 3 % Lewvel 4
4 |Listening 28 T2
o Fernale 2a8.4 T1a
6 | Male 7.3 72.7
K Unknown =0 =0
8
9 |Reading G 3.8 42 1 57.9 46.7 113
10 | Female 5.2 2.4 422 57.5 435 143
11| Male 5.8 5.3 41.7 58.3 50.4 7.9
12 | Unknown o 0 50 50 50 0
13
14 |writing 100 0
13 | Fernale 100 u]
16 | Male 100 0
17 | Unknown 100 u]
18 [
19 |Mathematic/| ST RS | 44 0.9 76.5 23.5 153 8.1
20 | Femnale [ 44 4 29 75.49 24 .1 136 1w0s ||
[ 21 | Male Y I 42.7 IZ6 FE.9 2T.1 175 56 |w
i) 4] » | b}y Sheett / Sheetz f Sheets / [T« Juf D B




lllustrating the Data with a Chart or Graph

Step #1: |:| Workbookl =———-FH1 B
On your spreadsheet, select the cells that 4 [ B [ e | © | E [ =
contain the datayou wish to display in a 5 =
graph z % Level1 % Level2 % Level3I % Level 4
N4 |Listening
Fernale
& 3
T Unkno
8 L > I I R |
N 358 467 11.3]
10 | Fernale 62  3z3 435 143
11 | Male 5.4 Z53 S04 79
12 | Unknown u] u] 50 1] -
13 -
14| 4] » | pI}s,Sheett /sheetz /sheets / [T« ]lil] D B

Step #2:
Now click onethe Chart Wizard on

the menu bar.

Chart Wizard - Step 1 of 4 - Chart Type

Microsoft Excel 97-98 Chart W zard

ﬂ Microsoft Excel 00-01 Chart Wizard
A window like the one to the right will appear.— |

Step #3:
Choose the type of chart you'd like to use.

/Standard Types\/ Custom Twpes \

Chart type: Chart sub-type:
= allflo
|ﬁ Line
@ Pie
& WY {Soatter)
ﬂ Aea
s ] Doughnut S——
Radar
Surface |
%% Eubbls -
Clustered Column. Compares wal ues across
categories.
l Press and Hold to ¥iew Sample ]

2

[ Cancel ] [ < Back ] Finish I

Data range:

[=Sheet 113439 $E39

Step #4:

Choose how the current
dataisdisplayed in the
spreadsheet. Isit in rows
or columns?

Seriesin:

i Rows
_——  {JColumns




Step #5:

Type the Who « What « When « Where « Why text for the title. Type atitle for the X axis. Thistitle will

appear underneath the graph. Then type atitle for the Y axis. Thistitle will appear at the left of the
graph. Then click the Next button. /

Chart Wizﬂrg/ Step 3of 4 = Chart Options =—00—f87——

/
S Titles\/awes \/ Gridlingd N/ Legend N/ Data Labels /" Data Table \

Chart title
2 Elementary School - 3 ooy b - rercantage |
tegory (X} axis: wASL zam
|Reading Level | 1 .
alue (%) axis: !5 i
Percentage of Students F'erfur\/ " i e
‘l
SECIMF'_-.-' () axiﬁ/ i£ p
1a —
. i 2 T L
Second value £Y) axis: , . s J
| | Easding Laval

@ [ Cancel I [ <« Back I | Finish

Step #6:
Decide if you want the chart to be placed on the worksheet or be created as a separate sheet.

/.
—— ChartWizard - St;,p’49f4/- Chart Location

‘Place chart: //

| - —1

al i s new shfet: |Reading Levels - wasL 2001| |

T

Hlall H %z abject in: [ShEEH i]
E_l l Cancel ] [ < Back ] [ Hext > | Hiiniah |

Step #7:
Click on the Finish button and you are done!




Thisisthe chart you just created:

Chart Title

DEEE%M%BE

XY¥Z Elementary School - Percentage of Students Performing at Each
Reading Level, WASL 2001

S0

40
35
E 0
-
-]
3
¢
= zn

Percentage of Students Performing at

Reading Level

4] 4] b | M, Reading Levels - WASL 2001 / Sheett f Sheet2 f SheetT f
1

\

Title for X axis

Title for Y axis



Step #8:

It's easy to change the way your titles for the chart, X axisand/or Y axis appear. Just click on the title that you
wish to change, and move your cursor inside the title area. Now treat the text like word processed text. Use
your space bar and return key to move the text. You can also change the font and font size of the text. When
you are done, click somewhere else on the spreadsheet to de-select the title you have been working on.

=" Workhnnkl=—""c——"~————— 0§

XYZ Elementary School
Percentage of Students Performing at Each Reading Level
WASL 2001

Percentage of Students
Performing at This Level

1 2 z 4
Reading Level
[4] 4] »| M['Reading Levels - WASL 2001 / Sheetl f Shee ES [T 4 ] [»

Y =

~

Thetitlesfor the X and Y axes were also changed alittle.

Kl

-10 -



Step #9:

A good graph includes some narrative text that describes the graph a
little more in detail. To prepare to add narrative, you may need to
create some room on the page. To do so, click once on the graph
itself, and then grab the “handle” (dot) in the lower right corner. To
decrease the size of the graph, simply move the dot upward and to

hsert Format Tools Chart Wi

the left while holding down the Shift key. (Holding down the Shift
key keepsthe graph in proportion.)

Header and Footer...
Comments

A

Another step that will need to be done to prepare the graph for some
narrative is to make sure you have access to your Drawing Toolbar.

Custom Yiews
Full Scree

(You'll know if your drawing toolbar is showing if you see atoolbar

on your screen that says Draw on it.) If your drawing toolbar is not

/’ﬂ/ed with Window
Chart Window

displayed, pull down the View menu and choose Toolbars, go over /
to the drop-down menu, and choose Drawing. The drawing toolbar

will now appear on your screen (most likely at the bottom of the
screen).

To create atext box for anarrative, select

Percer

\.Fiew |
Toolbars -/ Standard

v Formula Bar
v Status Bar

v Formatting
Chart

! External Data

Forms
Movie
Picture
PivotTable
Reviewing
¥isual Basic
Web
WordArt

Customize...

N\

the text tool on the drawing toolbar.

Draw~ k & | AutoShapes ~

™

Use the text tool to draw out a place to type your narrative text.

Then go ahead and type the text.
Workbuookl

S SRS ) BINET RRCINCY LSS o
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