How to create your own PBIS data tracker.
1. Import a list of all students into Excel. (We have chosen to have 3 separate trackers, one for each grade level. It cuts down the file size and you have less people trying to access each one.)
2. Add the column headings you need.
a. After our first year we tweaked our tracker and will be using these headings for year 2.
[image: ]
b. Columns B, C, and D will use Conditional Formatting to change the cell color when certain values are present to make identifying information easier.
i. Example) If 4 minor offenses triggers a move to Tier 2 column B will be set up to automatically turn yellow when a value of 4 or greater is present.
c. Column G will have a drop down menu of the interventions we have available
(We have found drop down menus keep things consistent)
3. Now you will create a sheet tab for each student. Download Kutools for Excel.  This add in will allow you to create a sheet tab for each student by using the list of students you have imported.
a. Once downloaded click ENTERPRISE -> Worksheet Tools -> Create sequence worksheets
->Select the range of names and create the sheets.
4. Once the sheets are created you will need to hyperlink each name to their sheet. We chose to hyperlink names as we went to save time since a majority of the students will never be used.
5. Next you will set up your sheet for each student
We set ours up as seen below.  The major and minor columns each have 10-15 spots listed vertically to track data for the year. 
Teacher, Location, and Motivation are all drop down menus. 
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6. Once you have the sheet set up the way you want copy it to all the other sheet tabs. 
****Once you start entering data it is near impossible to make mass changes to without reentering all the data again.  Make sure you have the sheet set up with ALL the information you want.***

How do we use the tracker?
1. Make a template available to each teacher.
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2. Teachers will enter the information in the template and send it to the grade level coach.
3. 2 coaches for each grade are in charge of inputting (copy and paste) the data and monitoring the grade level data.


[bookmark: _GoBack]If you run into problems or have additional questions feel free to email Sean Ruhlman at ruhlma@pwcs.edu using the subject line DATA TRACKER.
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