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Using Excel to Support Inquiry in Your Classroom 

Using ARIS to Grab Data 

Class List Data 

1. Type http://www.arisnyc.org/ into your web browser. 
2. Login into ARIS using your NYCDOE Microsoft Outlook Web 

Access Username and Password. 
3. Once you have accessed your ARIS account, click on the My 

Students tab. 
4. Select and click on a class located on the left navigation bar. 
5. Click Export in the upper right hand corner of the page to 

download an Excel file of your class list data. 
 

Report Data 

1. Once you have accessed your ARIS account, click on the Reports tab. 
2. Click on Find a Report in the QuickStart Reports Area. 
3. Explore the page and click on a report that meets your interest. 
4. Once the report has been generated, select CSV (comma delineated) from the drop down arrow. Click Go. 

 

Organizing Your Data 

Excel Shortcuts 
To Move The Insertion 
Point 

Press 

To the beginning of a row [Home] 
To the next screen [Page Down] 
To the previous screen [Page Up] 
To the last cell with data in 
a row 

[Ctrl] + [Right Arrow] 

To the first cell in a row [Ctrl] + [Left Arrow] 
To the cell after the last cell 
with data in the document 

[Ctrl] + [End] 

To the beginning of the 
document 

[Ctrl]+[Home] 

 

Freezing Windows & Panes 

When you freeze panes you select specific rows or columns that 
remain visible when scrolling in the worksheet. You would freeze 
panes to keep row and column labels visible as you scroll. 

1. To ‘lock’ rows, select the row below where you want the 
split to appear. 
To ‘lock’ columns, select the column to the right of where 
you want the split to appear. 

2. On the Window menu, click Freeze Panes. 
3. To ‘unlock’ rows, click Unfreeze Panes on the Window 

menu. 
 
 

Re-formatting Downloaded Data 

Data from ARIS downloads as text and must be converted to 
numbers so you can easily manipulate it and locate data trends. 

1. Select a column with cells containing 
an error indicator. 

2. Click on the caution symbol and 
select Convert to Number. 

3. Select the same column again, right click, and select 
Format Cells. 

4. In the Category section, select Number, change the 
Decimal places to reflect 0, and click OK. 

Sorting Information with Single & Multiple Criteria 

When you sort data in a worksheet you rearrange the worksheet 
rows based on the contents of the cells in a particular column. 
You can put a list of data in alphabetical or numerical order. 

1. Select the data in the entire table, choose Data Menu > 
Sort. The Sort dialog box appears. 

2. Click the Sort By down arrow and choose your criteria 
from the list of options. 

3. Ensure that the Ascending radio button is selected. 
4. Ensure that the Header Row radio button is selected. 
5. Click OK. 
 

Conditional Formatting 

When organizing your data you may want to format it so that some items may easily stand out.  
1. Select a column you want to apply conditional formatting. 
2. On the Format Menu, click Conditional Formatting. The Conditional Formatting dialog box appears. 
3. Select criteria for Condition 1, click Format to edit the formatting and click OK. 
4.  To copy this formatting to another column, select the column and right click, and click Copy. 
5. Select another column, right click and click Paste Special. The Paste Special dialog box appears. 
6. Select the radio button Formats, click OK and press Esc. 

  

http://www.arisnyc.org/
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Filtering Data & Creating Custom Filters 

Filtering is a quick and easy way to find and work with a subset 
of data in a range. A filtered range displays only the rows that 
meet the criteria you specify for a column. 

1. Click in cell A1 and press [Ctrl] [Shift] → to select all the 
columns of your worksheet. 

2. Choose Data Menu > AutoFilter. You now have down 
arrows next to each column heading. 

3. Click the down arrow for any column heading and a list of 
criteria appears. Select the appropriate criteria you wish 
to use to filter your data. 
Note: The filtered rows are highlighted blue and have a 
blue down arrow. 

 

 
 
 

Creating Custom Filters 
1. Enable the AutoFilter on your column headings. 
2. Select a column and click the AutoFilter down arrow. 
3. Select Custom. The Custom AutoFilter dialog box appears. 
4. Select the appropriate criteria and click OK. 

 
 
 
 
 
 
 
 
 

 

Print Management 

You can manipulate the data on your worksheets so that they 
convey the greatest possible amount of information by using 
filters, sorting and by creating charts. Once you have 
configured your worksheet so that it shows your desired data, 
you can print your Excel documents to use in a presentation or 
include in a report.  

1. Click [Ctrl] [Home] to return to cell A1. 
2. Click File Menu > Page Setup. 
3. Click on the Sheet tab. 
4. Place your cursor in the Print Area dialog box. 
5. Click [Ctrl] [a] to select the entire worksheet. 
6. Return to the Page Setup dialog box and place your 

cursor inside the Rows to repeat at top dialog box. 
7. Return to the worksheet and click in cell A2. Now click 

[Ctrl] [Shift] ←↑. 

8. Click on the Print tab. The radial dial Landscape should 
be selected. 

9. Click on the Margins tab and select Center on Page 
Horizontally. 

10. Click Print and select the printer appropriate printer 
settings.  

 

Analyzing the Data 

Focus Questions 

Before making any conclusions or making any instructional decisions, we must ask ourselves … 
1. What do we know as a result of examining this data? 
2. What do we think (“hunches”) as a result of examining these data? 
3. What do we want to know as a result of examining these data? 

4. How can we use this data for instructional decision making?  

Implications for the Technology Teacher, Technology Coach, Technology Coordinator and Instructional 
Technology Specialist 
Assume that you were planning a ninety minute meeting to discuss this data with your colleagues (i.e. administrators, classroom 
teachers, parents, etc). What would you do and what would you say? 

1. How would you present this data to your colleagues? 
2. What would be your goal for the meeting? 
3. What would you and your colleagues do during the meeting? 
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