STUDENT COURSE HISTORY INSTRUCTIONS

Step 1: define the overall population to be examined.

e For this example: Current Fort Riley Students majoring in any business-related field.

Step 2: Use the filters to select the identified population of interest:

fiTERM CODE ke | |McaMP DESC SE__|] asr coe2  MMMAR DEsc2  WMcourse |
Select all ;lj‘:;;;gm,mm EE:’Q Mgmt/Homeland Security Select all Select all Select all
202002 Ft Riley - (Blank) (?Iank) ACCT 1602 General Accounting
202001 Cront Bend eneral Studies 2402 Liberal Studies ACCT 1614 Accounting |
 ForICIT Fa— e :azafdouS Materials Management 2615 Nursing - Transfer ACCT 1616 Accounting I
. . ealthcareDoc/TranscriptSpec 2622 Psychology ANTH 1816 Cultural Anthropology
Select 2l Select all Liberal Studies 4201 Radiology Tech ANTH 1819 Werld and Regional Geogr...
AA 2402 Medical Admin Technology ARTS 1200 Art Appreciation
AS Medical Assistant ARTS 1214 Drawing |
Medical Coding BSTC 1001 Introduction to Computers
OB -
DEGC_CODE | DEGC_DESC MAJR_CODE1 | MAJR_DESC1 | MAJR_CODE2 | MAJR_DESC2 | TERM_CODE_KEY | RSTS_CODE | CRN_KEY | Course A
Associate in Science | 2402 Liberal Studies 201602 RE 29045 MATH 1809 Basic Applied Mathem:
Associate in Science | 2402 Liberal Studies 201701 RE 18878 LIFE 1407 Anatomy & Physiology |
Associate in Science | 2402 Liberal Studies 201701 RE 19146 LIFE 1409 Anatomy & Physiology Il
Associate in Science | 2402 Liberal Studies 201602 RE 28585 PSYC 1000 General Psychology
Assaciate in Science | 2402 Liberal Studies 201602 RE 28739 ENGL 1199 Principles Grammar Fon
Associate in Science | 2402 Liberal Studies 201602 RE 29024 MDAS 1672 Medical Terminology
Associate in Science | 2402 Liberal Studies 201702 RE 29292 PSYC 1014 Developmental Psychalc
Assaciate in Science | 2402 Liberal Studies 201702 RE 29696 MLTR 1040 Military Passeng-Carry \
Associate in Arts 2402 Liberal Studies 201601 RE 18368 COMM 1230 Public Speaking
Associate in Arts 2402 Liberal Studies 201601 RE 18388 MATH 1821 Basic Algebra
Associate in Arts 2402 Liberal Studies 201601 RE 18404 ENGL 1206 English Composition Il
Associate in Arts 2402 Liberal Studies 201601 RE 18671 PHSC 1400 Physical Science
Associate in Arts 2402 Liberal Studies 201601 RE 18687 MATH 1824 Intermediate Algebra
Assaciate in Arts 2402 Liberal Studies 201601 RE 18837 ECON 1612 Principles of Microecon
Assaciate in Arts 2402 Liberal Studies 201601 RE 18851 MATH 1828 College Algebra
Associate in Arts 2402 Liberal Studies 201602 RE 28556 BUSI 1803 Principles of Managemer
Assaciate in Arts 2402 Liberal Studies 201602 RE 28557 BUSI 1600 Introduction to Business
Associate in Arts 2402 Liberal Studies 201602 RE 28574 STAT 1829 Elements of Statistics
Associate in Arts 2402 Liberal Studies 201602 RE 28744 LANG 1900 Elementary German |
Assaciate in Arts 2402 Liberal Studies 201602 RE 29020 LANG 1902 Elementary German Il
ANN14134R [ Stevan Kirkehy Ascnciate in Arte 2403 liharal Stidies 2N1ANT oF 2an47 MATH 1830 Trinanameatr R

*For MAJR_DESC1 Liberal Studies was included to view any secondary majors (MAJR_DESC2) that might also be business
related

e Those selections will show students taking Fort Riley courses who major in business related fields from 201601
till the present term. Use the TERM_CODE_KEY to narrow down the student population to a specified time
frame.

Step 3: Once the student population is narrowed to your need, export the data to excel.

1 ettty | -

JESC2 | TERM_CODE_KEY | RSTS_CODE | CRN_KEY | Course | Click within the
table in order to
202001 RE 11610 | MLTR 1040 - "
view the "3
202002 RE 21415 | MUSI 1002 .
| _dots
T
202002 RE 21588 US| 1002
202002 RE 21589 |l "
202002 RE 21596 | MATH 1821
202001 RE 11513 | MATH 1821
202002 RW 21354 | SOCI 1100 |
202002 RW 21355 | MATH 1821
202001 RW 11406 | PSYC 11301
202001 A 11214 AMTH 18145
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STUDENT COURSE HISTORY INSTRUCTIONS

e Select the “3 Dots” by clicking on them and then select “Export Data”

MAJR_CODE2 MAJR_DESC2 Course |
Select all Select all Select all
(Blank) (Blank) ACCT 1602 General Accounting

ACCT 1614 Accounting |

ANTH 1816 Cultural Anthropology

ARTS 1200 Art Appreciation

ARTS 12714 Drawing |

B5TC 1001 Intreduction to Computers
B5TC 1023 Database Management Syst...
B5TC 1036 Computer Concepts & Appl

T o

— [=) Add a comment
C1 MAJR_CODEZ | MAJR_DESCZ | TERM_CODE_KEY | RSTS_C

~ [2 Export data
fies 202001 RE
dmin Technology 202002 RE IT}'J Show as a table
AL 202002 RE__ =q Spotlight
dies 202002 RE
dies 202002 RE L% sort descending
fies 202001 RE 14 s _
Jias 502002 RW Z Sort ascending
dies 202002 RW Sort by ,
fies 202001 RW [rreee e ot
Jies 202001 RW 11216 | anNTH 1818

e Choose where to save your results and save them.

Congrats, you now have the desired population.
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IF YOU WANT STUDENTS WITHOUT A SPECFIC COURSE:

e Open the spreadsheet.
e Rename “Sheet 1” to “Entire Pop”

[ o B AT

rAS AssoC
rnAs Assoc
[AS AssoC
FAS Assoc
[AS AssoC

Entire Pop|

[ T IR S W R L ]

e Delete Rows 1 and 2 leaving the row with the column headers at the top

AutoSave (@ OfF) 3~ B~ = Students By Major and Course History - Excel 5 Search
File ﬂ Insert Draw Page Layout Formulas Data Review WView Help Power Pivot
fﬁ éézztw ) Calibri Ji AR | E=E 2| BWepTed General v = % Normal Bad Good Neutre
P romatpaimer | BT U v O A | SEE|EE Evegesce - § % 9 B Condtonal Formatas Explanatory .. (RGN Linked
Clipboard = Font Il Alignment [} Number [} Styles
Al = i Applied filters:

E | F | G | H | | | J | K | L | M | N | o] | P | Q | R | 3 | T
& Leadership, Business Admin Technology, Liberal Studies, or Business TechnologyCAMP_DESC_SECTION is Ft RileyTERM_CODE_KEY is 202002 or 202001

L B L < L D
Iters:MAJR_DESCL is Bus

| A
*lAppliedﬁ

i0 B studenBd pece B pecc (B masr_ Bl mar B mar B mair_ B Terv_ Bl rsts_cBll crn_kiBd course B Groe (Bl camp Bl AddresBd phone Bl emai B3

3
4 Associate 2402 Liberal Studies %0001 Re 71610 MLTR10acA FtRiley
5 Associate 5205 Business Admin Technology 202002 RE D415 Musi 100z FtRiley
6 Associate’2402  Liberal Studies D02002  RE D158 PHSC1404 FtRilev

e Add another sheet and copy the entire Pop sheet into the new sheet (creating a copy)
e Rename the new sheet “Filtered Pop”

52 SpAS Associate 2402 L

53 SpAS Associate |2402 L
: [associate]:

54 SpAS Associate 2402 L

55 P: AS Associate 2402 L

56 P: AS Associate 2402 L

Entire Pop | Filtered Pop o)
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In order to find the students who do not have a specified course, we first need to find the students who have it.

e On the Filtered Pop sheet, find the column named Course

R DESC1 Bl maur copez B maur pescz B Term cope ke B rsts cope B crn kev B course B Groe cooe Bl camp DEsc secTioN B
ral Studies 02001 RE 11610 MLTR 1040 Military Passeng-Carry Vehicle A Ft Riley
ness Admin Technology 202002 RE 21415 MUSI 1002 Introduction to Music Ft Riley
ral Studies 02002 RE 1583 PHSC 1404 Physical Geography Ft Riley

e Filter to NOT show the course or courses you do not want students to have taken
o ACCT 1614 for example

n

ﬁ % Normal Bad Good Neutr:
‘onditional Format as [[&75 T[] Explanatory ... Linke

rmatting ~  Table~

a

Styles
L M
[ course Ed croe_cope B camp_pesq

ACC 2] SortAtoZ B FtRiley
ACC FtRile

" Z] sotzton - ey
ACC B FtRiley
Acc  Sotby Color > B FtRiley
ACC v LClear Filter From "Course" B FtRiley
ACC , € FtRiley
ACC | FtRiley
ACC Text Filters ¥ . FtRiley

|Sear(h ,q
] (Select All) A

-~[#| ACCT 1602 General Accounting
~[JACCT 1614 Accounting |
-] ANTH 1816 Cultural Anthropolog
-[#] ARTS 1200 Art Appreciation
--[¥| ARTS 1214 Drawing |

BSTC 1007 Intreduction to Comp
-[#|BSTC 1023 Database Managemer
BSTC 1036 Computer Concepts &
ST 1685 Spreadsheet Applicatii
--[¥| BUSI 1600 Introduction to Busine:
--[#] BUSI 1603 Introduction to Financ

[+ BUSI 1608 Business Law | A
< >

o

e Sort by Course ascending (A to Z)
e Select the entire row for all remaining data (leave row 1, the headings)
e Right click and select Delete rows from Row to the end of the data
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STUDENT COURSE HISTORY INSTRUCTIONS

Caliori |11 :A“ A”$v%_;|:|
B IS dv A gl

Associate in Arts 2402 Liberal Studies
Associate in Arts D402 Liberal Studies
Assaciate in Science D402 Liberal Studies
T . LA

Liberal Studies
Liberal Studies
Liberal Studies
Liberal Studies

e Go back to the Course column and select the remaining course to show (ACCT 1614)

YOU SHOULD NOW HAVE A LIST OF THOSE STUDENTS WHO HAVE TAKEN THE COURSE

e ‘ Liberal Studies
e Liberal Studies
e ‘ Liberal Studies
e Liberal Studies
l,_r_\,T e ‘ Liberal Studies
A e Liberal Studies
Paste Special.. @ Liberal Studies
e Liberal Studies
Insert Row 2 2402 Liberal Studies
; 2402 Liberal Studies
b 2402 Liberal Studies
Clear Contents r

e 2402 Liberal studies
Format Cells.. e %402 Liberal Studies

L4 o =
Row Height... I:E 2402 Liberal Studies
e Da02 Liberal Studies

Hide 5 i I
Hi e 2402 Liberal Studies
Unhide e Emnz Liberal Studies
ce 2402 Liberal Studies
|AS |A50ciate in Science r2402 ‘ Liberal Studies
AS Assariate in Srience Bam liberal Studies

AS Associate in Science 2402 Liberal Studies
AA Associate in Arts 2402 Liberal Studies
AS Associate in Science 2402 Liberal Studies
AS Associate in Science 72402 Liberal Studies
AS Associate in Science ’ZGGZ Liberal Studies
AS Associate in Science '2402 Liberal Studies
AS Associate in Science 2402 Liberal Studies
AS Associate in Science "2402 Liberal Studies

Return to the Entire Pop sheet

W e

202001
202002
202001
7202001
202001
"202001
02002
"02002

e Inthe first empty column to the right of the data name the column “Has Taken Course”

1529

ACCT 1614 Accounting |
ACCT 1614 Accounting |
ACCT 1614 Accounting |
ACCT 1614 Accounting |
ACCT 1614 Accounting |
ACCT 1614 Accounting |
ACCT 1614 Accounting |
ACCT 1614 Accounting |

Associate 2402 Liberal Studies 202001 RE 1610
Assaciate 5205 Business Admin Technology 202002 RE 21415
Associate 2402 Liberal Studies D02002  RE D158

MLTR 1040 A
MUSI 1002
PHSC 1404

Ft Riley
Ft Riley
Ft Riley

e Type the following equation into row 2 of the “Has Taken Course” column (R2)

o =VLOOKUP([@ID],'Filtered Pop'!SA:5Q,1,FALSE)

= Note if this doesn’t work in your version of excel, use the following variation:

=VLOOKUP(A1, Filtered Pop'!$A:$Q,1,FALSE)
e Copy the formula for all rows with data
e Filter the “Has Taken Course” column to only show “#N/A”
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STUDENT COURSE HISTORY INSTRUCTIONS

-

Normal Bad Good Neutrz
| Check Cell Explanatory ... |Input Linked
Styles
(o] P Q R 5

dresBd Phone Bl EmaiL B3 Has Taken Course B2

iNKit 2| sotAtoZ

L Hickd 7l sotZtoa

10 Higl

10 Higl Sort by Color >
’-OHig] ?_.. Filter From "Has Taken Course

12 San - .

’_ZSan_ Filter by Colo >
12 San Text Filters >
6w l |Search }:"1
5 Higl [ (Select All

L5 Higl .[1000429262

L5 Higl . []000489338

L5 Higl ..[1000489539

13 Katl [[1000492495

13 Katl ..[1000493754

13 Katl -[1000501518

sei e

13 Katl

1 Que

11 Qus

11 Qus

7S Jef

W H

'S Jof [ ok ]| cance |
15 Jefie T e

1S Jeffe emilia.dix: #N/A

You now have a list of students who have not taken the course and are part of your selected population.
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