MSIN 6.0
COE Review Log

Introduction

The COE Review Log is a feature within the COE section of MSIN. It allows certain users, such as I&R Coordinators
and SEA Reviewers, to search for information related to the COE review process. The on-screen results provide
basic information about COEs that are progressing through the COE review workflow. If a user would like to see
more details about each COE review, they can export the results and use Excel, or other similar software, to
conduct their own analyses. I&R Coordinators and SEA Reviewers can use the COE Review Log as a tool to help
monitor and improve I&R practices in accordance with their local quality control plans.

Running the log
The COE Review Log is found within the COE menu, under the Search COE feature.

& Workbench >
& COE v
Q. Search COE
Q. COE Review Log <:|

& Enter Form >

& Children >

Once a user navigates to the appropriate screen, the system automatically selects the region. Next, the user can
enter a number of parameters, such as COE number, Current City, Recruiter’s Name, Reviewer’s Name, COE
Status, and a Recruiter COE Signature Date Range. Entries can be made in multiple fields to narrow results.

Certificate of Eligibility - Review Log

Current City

Recruiter COE Signature Date Range

COE MNumber Start Date End Date

COE Number

Recruiters Name

B Current City

Reviewer's Name

Select COE Status w

2. Click Search

N

September 01, 2017

1. Enter search
parameters
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In the example above, only a Recruiter COE Signature Date Range was added. The user did not select a specific
COE Status, which means the results will include all the options in the menu by default.

The results table displayed on the screen includes the most relevant information to quickly determine a COE’s
progress in the review process, such as COE Number, Date Submitted, Region, Recruiter, Reviewer, Review Date-
final (the last time the COE was sent to Review), Verification Date, and Current Status. Notice that in the
example below, the user may also view the original COE form (by clicking the @ icon) or the COE review form (by
clicking the & icon). The same table therefore provides a summary view and quick access to COE specifics.

Results (559) RowsPerPage | 10 v

Filter
COE Number & | Date Submitted + | Region s | Recruiter = Reviewer $ | Review Date -final = | ‘\erification Date = | Current Status <

@ | ’a D314766 09/26/2017 03 BT SRRl E Coo | 092602017 09/26/2017 Completed Approved
@ |’a D314928 09142017 03 T LI B s 091472017 09152017 Completed Approved
@ |8  D314929 09/06/2017 03 i o : S| 09/06/2017 09/07/2017 Completed Approved
@ |’a D314963 09/01/2017 03 : D i s 09/01/2017 09/07/2017 Completed Approved
@ | ’a D314964 09/01/2017 03 el e : ce | 090172017 09/07/2017 Completed Approved

When reviewing the results table, it is important to understand what each COE status means. In general, a COE
status falls under one of two categories: 1) Work Pending (statuses that indicate someone is still working on the
COE), and 2) Work Completed (statuses that indicate work has been completed on the COE). The following table
helps to visualize the difference and provides specific definitions.

Work Pending Work Completed

Creation (recruiter working on COE) Completed: Approved

Review (submitted to Reviewer queue) Completed: Denied (never approved)

Second Reviewer (a second person is checking it) Completed: Voided (due to system error); or
Voided (marked as voided prior to approval)

My Data Entry + Review (the Data Specialist will Completed: Child Removed (after approval;

also be the Reviewer of the COE) due to Quality Control findings)

Fix COE(s) (returned to the Recruiter for Completed: COE Ineligible (after approval;

corrections) due to Quality Control findings)

By knowing what each status means under the Current Status column, the on-screen search results can provide
enough information for an at-a-glance view of regional COE review progress. Going one step further, an I&R
Coordinator or SEA Reviewer may need more data to discover patterns in the COE workflow and potentially
improve I&R practices. The Export feature provides additional data from the COE Review Form which can be
used to conduct more in-depth analyses. The next section covers how to export all COE review data and how to
read the spreadsheet headers and field contents.
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Exporting COE review data

Once a search has been made, the information displayed on the screen --along with additional data from the
COE review form-- can be exported as a spreadsheet using the green Export button beneath the search criteria.
Click “Export Excel” to trigger the creation of the export file.

CEmEn O =

Export Excel

The exported file is in XML format (readable with Excel) and it has two workbook tabs along the bottom: Search
Criteria and COE Search Results, as shown below.

Home Insert Page Layout Formulas Data Review View Help ACROBAT Q Tell me |2 Share
d.-'-: X Arial 110 -~ General - r‘éCondilional Formatting - Em Insett ~ 2 - Ar-
> L (- BEI U-~- A A + %~ 9% »  [JFormatasTable~ 27 Delete ~ [T]~ O~
aste =
. - O A~ o [7 Cell Styles - {3 Format= & ~
Clipboard Font [ Alignment Number & Styles Cells Editing -
Al v i Export Date: v
A | B | C | D | E | F i
1 |Export Date: 02122019 04:50 PM
2 4
3 COE Number:
4  Recruiter Name:
5 Current City:
6 Reviewer's Name:
7 |COE Recruiter Signature Start Date: 09012017
8 |COE Recruiter Signature End Date: 02012018
1 r
9 | Select Regions: 03
10 |Select COE Status:
11
Search Criteria COE Review Log O] <] ¥
Ready %3 B m M - ] + 100%

First Tab: Search Criteria

In this example, the system auto-selected the region and the user entered a date range. All other parameters
were left blank. As mentioned before, when nothing specific is selected in the COE status menu, then all statuses
will appear in the log.

Second Tab: COE Review Log

This tab contains the same information displayed on-screen and additional data from each COE Review Form.
The columns shaded light green (reading from left to right) are meant to show a COE’s progress through the
review process in MSIN, as illustrated in the screenshot below.

A B C

L M N
1 Region |COE Numbaer |COE Typs Verification Date |COE marked ineligible |[Child remaved
203 pITEL ‘Electionic COE Completed Approved {2 109262017 H 0TASR01T O2EZ01T 2 09262017
303 3499 Paper COE  Complvied Approved ¢ 109012017 109012017 09082017 ‘09082017 09142017 i
40170315310 'Paper COE  :Completed COE Inebgible | 032017 10432007 10472017 H0AT201T 1W0AT200T 10252017
3
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This set of columns allows the user to discover patterns in the COE workflow, including key steps in the review
workflow. In addition, the user can look for patterns in the COE Review Forms themselves by examining columns
O through AN in the worksheet.

o P Q R

These columns refer to the sections inside the COE Review Form. For example, column O shows that Section 1a
in the COE Review Form was marked as “PASSED” (Y). Next, column P corresponds to the comment bubble
(either @ or ®» if a comment was added) next to item 1 (i.e., the first statement in the COE Review Form). The
number shown in the worksheet indicates the number of comments inside the bubble. There is a column for
each comment bubble within each COE section.

The following graphic shows how the first three sections of the COE Review Form map onto columns O through
W on the Excel worksheet above (e.g., row 2).

COE Review
Approved
COE # DE19288 | (3 Wiew POF
QUALIFYING MOVE £ WOR L4
1 &1 his form moved NeCessily from A residence in
Column P: it Liifod HOLTVILLE [ cattoma [v
Section 1a, item 1 ARl | i
2. The chikdren) maved (compiete Both 8 and )
Column Q: 8 O an own a5 warki (2 wilh Ehis worker © 16 i 6 precedis Ihe woris Columr'1 0O:
Section 1a, item 2 0. The worker, isthe 892 Sect|o;1 2
3 child or the child's 2 parentiguardian O spouss. passed g

| (Compiete I 10 foin of precede (5 checked in #2a.)

The chiki{ren) maved on +
Column R: ot

The Workes moved on {provice comment)
Section 1a, item 3

3 The Guaifyng Arval Dale was  June 10, 701

(@ PASSED () DID MOTPASS

4. The worker Moved due 1 ECONOMIC NECesIitly an  Juns 10, 2015 TR & FesIcence In
Column T: HOLTVILLE [ caitona [ e s
Section 1b, item 4 Toa residenie in
BAKERSFIELD [ Caitorria [ | and
2 @ engaged in e UAITING Wk 500N %6 e mave (pr ifwerker engage . 50 s it i rcwe), R
Column UZ b O actively S0UGht New GUAlfying wor AND hars a recent histany of moves for qUAlifying work. (provide comment)
SeCtiOn ].b, item 5 o B 5. The qualsying week, *  Paching Grapts . was (make 3 selection inboth 3 and b Column SZ
TR T COE Section 1b
b. & agrculural OR O fishing work *if applicatie, check: O personal subsistence (provise comment) paSSed?
C0|umn V: 1 & (Complete if temporany” iS checked in w5a ) The work was delermined 1o be lemporary employment based on §

Section 1b, item 6 & © workier's stalement (provide comment) , OR
)

b. O emplayer's stalament (provide comment) , OR 1
£ O Stz documentation for

(@ PASSED ) DID MOTPASS

Column W:
COE Section 2

Fox 4¢ comiments, complete Section I inslesd

Sections 3-12 of the COE Review Form are not shown, as they follow the same pattern
illustrated above.
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Notice that Section 1a is an identical copy of the COE form, items 1-3, which cover the child(ren)’s qualifying
move. When SEA Reviewers initially review these items, they may add notes using the comment bubbles (e.g.,
they added one note in item 1 above) and may decide to approve the section (PASSED) or deny it (DID NOT
PASS). The actions taken by the SEA Reviewer are thus captured in columns O-R for Section 1a. The same pattern
is repeated in Section 1b (for items 4-6, the worker’s qualifying move) and the SEA Reviewer’s actions are
captured in columns S-V. Note that the COE Review Form has sections with a PASS/DID NOT PASS decision and
other sections (such as comment and signature areas) where only comment bubbles are available. For example,
Section 2 only contains a comment bubble, as shown above.

Export Columns

The default columns displayed on-screen also appear first in the export file worksheet.

Field Description

Region The regional office or direct-funded district number.

COE Number Number assigned by MSIN when an eCOE is synchronized with the database or when a paper
COE is entered in MSIN using the Enter Form screen for COE 2017

COE Type Indicates whether the COE is an eCOE or a Paper COE

Current Status

Indicates the COE status at the time the search is run (note that some statuses are not final
and will therefore change, such as Creation to Review)

Recruiter

Name of the recruiter who created the COE

Recruiter Sign Date

From COE Section XI, the date when the Recruiter signed the COE

Date Submitted

Date when an eCOE is synchronized to MSIN from a laptop or when a paper COE is entered
into the system (the COE Number is assigned on this date)

SEA Reviewer

Name of the reviewer who verified the COE

Review Date - initial

Date when the COE was initially submitted to Review status

Review Date - final

Date when the COE was submitted to Review for the last time (e.g., after FixCOE status)

Times in Fix Status

Number of times the COE was sent to FixCOE status

Verification Date

Date when the COE was verified by the SEA Reviewer

COE marked
ineligible

If applicable, date when the COE was marked ineligible (e.g., due to re-interview results)

Child removed

If applicable, date when a child was removed from the COE (e.g., due to re-interview results)

The following fields come from the COE Review Form.

Field Description
COE Section 1 . . . . . .
passejg lon 1a Indicates whether Section 1a (i.e., items 1-3; the child(ren)’s move) has passed review or not

Section 13, item 1

Number of notes in the comment bubble for Section 1a, item 1 (moved from and moved to
locations)

Section 1a, item 2

Number of notes in the comment bubble for Section 1a, item 2 (worker information)

Section 13, item 3

Number of notes in the comment bubble for Section 1a, item 3 (qualifying arrival date)

COE Section 2a
passed?

Indicates whether Section 1b (i.e., items 4-6; the worker’s move) has passed review or not
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Field

Description

Section 1b, item 4

Number of notes in the comment bubble for Section 1b, item 4 (worker’s move date and
locations)

Section 1b, item 5

Number of notes in the comment bubble for Section 1b, item 5 (qualifying work)

Section 1b, item 6

Number of notes in the comment bubble for Section 1b, item 6 (temporary work notes, if
applicable)

COE Section 2

Number of notes in the comment bubble for Section 2

COE Section 3
passed?

If applicable, indicates whether Section 3 of the COE has passed review or not

Section 3, sought
work

Number of notes in the comment bubble for Section 3, items 1-2 regarding actively seeking
work

Section 3, move 1

Number of notes in the comment bubble for Section 3, Move 1 (items 1-5)

Section 3, move 2

Number of notes in the comment bubble for Section 3, Move 2 (items 1-5)

Section 4 passed?

If applicable, indicates whether Section 4 (e.g., Round Trip Move) has passed review or not

Section 4, item 3

Number of notes in the comment bubble for Section 4, item 3 (economic necessity)

Section 4, item 4

Number of notes in the comment bubble for Section 4, item 4 (change of residence)

Section 5, parent
names

Number of notes in the comment bubble for Section 5, parent name information

Section 5, addresses

Number of notes in the comment bubble for Section 5, address information

Section 6 passed?

Indicates whether Section 6 of the COE (Child Data) has passed review or not

Section 6, child data

Number of notes in the comment bubble for Section 6, child demographics

Section 7 passed?

Indicates whether Section 7 of the COE (School and Health Data) has passed review or not

Section 7, school &
health

Number of notes in the comment bubble for Section 7, child enrollment and health data

Section 9, signature

Number of notes in the comment bubble for Section 9, interviewee signature

Section 10, . . .

. ! Number of notes in the comment bubble for Section 10, FERPA signature
signature
Section 11, . . I e .

. Number of notes in the comment bubble for Section 11, eligibility data certification
signature
Section 12, . .

Number of notes in the comment bubble for Section 12, local comments

comments

Important: If a COE was never sent to FixCOE state, then the Excel file shows what is currently on the COE
Review Form. In contrast, if a COE was sent to FixCOE state, then the Excel file shows the decisions (Y or N) on
the COE Review Form when it was initially sent back to fix. For example, the row for a COE that was sent to
FixCOE state 3 times will show the decisions (Y or N) that were on the COE Review Form the first time it was sent
back to the recruiter. This provides a general indication of which COE sections were challenging to review and
verify.

Example Analyses

The following examples are meant to show how the data in the COE Review Log can be used to answer common
guestions. The first example covers how SEA Reviewers can use the COE Review Log to analyze their own work
history, such as their COE approvals versus the COEs they have denied. The second example covers how I&R
Coordinators and SEA Reviewers can determine if they are meeting their own goals for COE review times. The
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third example covers how I&R Coordinators and SEA Reviewers can determine which sections of the COE have
the most issues. This can be analyzed at the regional and Direct Funded District (DFD) level, or by individual
recruiter to determine if they would benefit from further support. Notice that in each case, I&R Coordinators
and SEA Reviewers are using this feature to evaluate their own local performance relative to their own goals.

EXAMPLE 1: SEA REVIEWER SELF-MONITORING

SEA Reviewers may want to analyze their work history to answer the following questions:
e  How many COE’s did | review?

e  How many COE’s did | deny?

Knowing this information could lead to insights about their own reviewing practices and how to improve them.

Step 1: Using the log file you downloaded earlier, make a copy of the worksheet you wish to analyze

Right click on the “COE Review Log” tab and select “Move or Copy,” as shown below.

H = COE Review_Log 02 19 201912 08 PM - Encel Jose Valencia ) [}

Insert Page Layout Formulas Data Review View Help ACROBAT Q Tell me what you want to do & Share
Y — . iti ing ~ . -
D % Arial o -K x| == g- ab General %Condltmna\ Formatting %“Inser‘( > }Z\Y p
- Eg -~ » $ - % 1 EFormat as Table~ " Delete - m i R Fad
aste P v - rE=E=ee==E - et 0] in
- ~ Blru - A - - - — = b ] GCEII Styles - [ Format = * Filter = Select~
Clipboard Font ] Alignment [F] Mumber ] Styles Cells Editing ~
Al &2 Je Region v
A E C D E -
1 |Region COE Number COE Type Current Status Recruiter Req
2 (03 D314766 Electronic COE Completed Approved 0% % o o® o° 094
3 03 D314928 Electronic COE Completed Approved =) 9,7 | g8 oo 081
4 (03 D314929 Electronic COE Completed Approved 2P0 ®a s 0 " 094
5 03 D314963 Electronic COE Completed Approved 0 ° 091
6 (03 0314964 Electronic COE Completed Approved 094
7 |03 D314973 Electronic COE Completed Approved P00 o ° 0940 ~
| Search Criteria COE Review Log I o 4 ¥
Insert...
Ready % B B m - 1 + 100%
E‘X Delete

Rename

Move or Copy... —
&1 View Code
E‘ Protect Sheet...

Tsh Color 3

A. Right-click on tab

B. Click Move or Copy

Hide

Select All Sheets

Next, select the following copy options.

p
Move or Copy R

Move selected sheets
To book:

C. Click (move to end)

D. Check Create a copy

COE_Review_Log 02 19 201312 08 PMxisx ||
Before shest

Search Criteria a
Ot Rerew Log

[¥liCreate a copyi
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This will create a third tab in the Excel workbook. The new tab should be renamed “Reviewer Self-Monitoring.”

iD314979 {Electronic COE iCompleted Approved iD314979 {Electronic COE iCompleted Approved
| Search Criteria | COE Review Log | COE Review Log (2) | ] 4 | Search Criteria | COE Review Log | Reviewer Self-Monitoring ...
Insert...

L_‘;.; Delete r

Rename

Move or Copy...

E. Right-click on tab Q] View Code G. Type new name

E Protect Sheet...
Tab Color v

Hide

F. Click Rename

Select All Sheets

Step 2: Apply filters to new worksheet

Now that you have a working copy, the next step is to put filters on the columns.

COE_Review_Log 02 19 2019 12_08 PM - Excel Jose Valencia @ [5]
Formulas Data Review View Help ACROBAT Q Tell me what you want to do |& Share
“D X T e -|& £ |==H % 2 General - [FE Conditional Formatting~ | @7 Insert - 2 - %Y p
T By - $ -9 » [lFormatas Table- EX Delete ~ [F]~ s
aste O - === EE - A n
e | BB U (O === ee s <8 o [E7 Cell Styles - =i Format~ & - Eijarel Select -
Clipboard Font 1 Alignment G MNumber & Styles Cells 2l SotAtoz
B2 - £ | D31a7e6 Al setZroA
Custom Sort...
A B G D E
: : T Eitter ~
1 |Region COE Number COE Type Current Status Recruiter .
2 o3 D314766 Electronic COE Completed Approved A. Click Filter
3 |03 D314928 Electronic COE Completed Approved 5 20
4 |03 D314929 Electronic COE Completed Approved - it 09
5 |03 D314963 Electronic COE Completed Approved B T e 094
6 |03 D314964 Electronic COE Completed Approved : 3 oA
7 |03 D314873 Electronic COE Completed Approved 0
L | Search Criteria ‘ COE Review Log | Reviewer Self-Monitoring ... (¥ « r
Ready % FH mo- 1 + 100%
This will add a drop-down arrow to each column, as shown here:
B G H 1 J K -
1 |Recruiler Sign Da ~ |Dale Submitted | ~ [ SEA Reviewer hd |Review Date - init ~ |Review Date - finz ~ |Times in Fix Statu |

\

B. Click drop-down arrow

Step 3: Use the filters to select a specific SEA Reviewer

Suppose there is a reviewer named Ricardo Ramos in this worksheet and he wants to find out how many COE’s
he reviewed. Using the filter in Column H (SEA Review), Ricardo will uncheck the other SEA Reviews so that only
his COEs will be counted, as shown below.

Last Saved:3/18/2019 2:39:00 PM



H ©- - COE Review_Log 02 19 201912 08 PM - Excel Jose Valencia ) O

Insert Page Layout Formulas Data Review View Help ACROBAT Q Tell me what you want to do |& Share
&D X% P e & s == ab Genersl  ~  [EZ Conditional Formatting~ &= Insert ~ 2 - JZ\Y p
- EER $ - % » [/Formatas Table~ X Delete - [F]- ) B
aste PR - y = = = &= a= - et ort in
Ty BIU-[EH-[O-A-S=E==%H- g4 [ Cell Styles ~ [£] Format - * Filter - Select~
Clipboard & Font [F} Alignment M« Number ] Styles Cells Editing Pl
A2 - & || 03 v
F G H 1 1 K -
1 |Recruiter Sign Da - |Date Submitted |~ |SEA Reviewer ~ |Review Date - init ~ |Review Date - fine - |Times in Fix Statu
2 [09262017 09262017 4] SortAtoz 07492017 09262017 2
3 (09442017 09442017 Z] SotZtoh 08292017 09442017 1
4 09062017 09062017 Sort by Color , 08302017 09062017 1
5 09012017 09012017 - 09012017 09012017
6 (09012017 09012017 09012017 09012017
7 09052017 09052017 09062017 09062017 -
3 | Search Criteria ‘ COE Reviey Text Filters Y [l 3
Ready 29 Search yel H - ] + 100%
oW (Select All

Marcos Macias
Ricardo Ramos

Maney Hall . .
/ B. Click to apply filter

/

A. Uncheck to hide

H ©- 2 COE_Review_Log_02_19_201912_08 PM - Excel Jose Valencia 53l m]
Insert Page Layout Farmulas Data Review View Help ACROBAT Q Tell me what you want to do & Share

“D X Al o asl== _ . b General - Conditioﬂal Formatting = g - > %Y p

Egy - $ - % » [Formatas Table - &7 Delete ~ -
Paste B I U~ . M., A Ll=== o | 2@ @ .y Sort & Find &

- = Tl= === ‘W 28 [27 cell Styles - [ Format - ~ Filter - Select ~
Clipboard & Font [F] Alignment [F] Number [F] Styles Cells Editing A
A2 ~ A | 03 h

F G H 1 J K -
1 |Recruiter Sign Da ~ |Date Submitted ~ |SEA Reviewer -T|Review Date - init ~ |Review Date - finz ~ [Times in Fix Statu
25710412017 10412017 Ricardo Ramos ‘ 10132017 10132017
294104022017 10022017 Ricardo Ramos ‘ 10132017 10132017
29510122017 10122017 Ricardo Ramos \ 10132017 10132017
29610122017 10122017 Ricardo Ramos \ 10132017 10132017
297 10062017 10062017 Ricardo Ramos 10132017 10132017
29810062017 10062017 Ricardo Ramos 10132017 10132017 -
3 | Search Criteria | COE Review Log Reviewer Self-Monitoring ... (H 1 v
Ready 42 of 561 records found % H /- ] + 100%
C. Filtered count D. Filter indicator

The resulting count means that “Ricardo Ramos” appears 42 times (out of 561 rows) in Column H. Ricardo can
now answer how many COE’s he reviewed: 42.

Step 4: Use the filters to select a specific Current Status

Having answered the first question, now suppose Ricardo wishes to know how many COEs he denied. This will
require the application of a second filter on Column D (Current Status). Ricardo can scroll to the column and
follow the same process described above to narrow his results.
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H ©- = COE_Review_Log_02_19_201912 08 PM - Excel JoseValencia & — [m}

Insert Page Layout Formulas Data Review View Help ACROBAT Q Tell me what you want to do |2 Share
sk - - = - i - - -
D X% arial ‘o <& A | ==H%- ab General %Cond\t\onalmeattmg & > %Y p
o Eg - ” $ - % 1 EFarmatasTab\e' & Delete - ' ) Erda
=3 B I U-~- - cA- I EE=eExE B = o in
B ~ u = A = s = == ] G Cell Styles ~ [E] Format - 7 Filter = Select~
Clipboard s Font [F] Alignment [F] Mumber [ Styles Cells Editing ~
D1 = fe | Current Status hd
A B C D E -
1 |Region ~ |COE Number ~ |COE Type '|Current Status E'Recruiter ~ |Re
316(03 :D315310 {Paper COE 8] SotAtez i 10/
363 Il SotZtoa
e Sort by Color ¥
565
566 W Clear Filter From "Current Status”
567 -
» Search Criteria | COE Review Log | Review Text Filters 4 »
Ready 1 of 561 records found 2 Search pel B m - [ ] + 100%

(W] [Select All)

i[] Campleted Approved
/ . Campleted COE Ineligible
A. Uncheck to hide / B. Click to apply filter

Notice that Ricardo did not deny any COEs in this worksheet because “Completed Denied” status does not
appear in Column D at all. Instead, Ricardo had just one COE in “Completed COE Ineligible” status, meaning that
the COE was found ineligible because of local or statewide quality control procedures (such as re-interviews).
The answer to Ricardo’s second question is that he denied zero COEs during the time period covered by this COE
Review Log (9/1/2017 to 2/1/2018).

EXAMPLE 2: DETERMINING COE ReVIEW TIMES

I&R Coordinators and SEA Reviewers may want to analyze their work history to answer the following questions:
e  How longis it taking to review COEs?
e Whatis our “processing rate” for each SEA Reviewer?

In this example, suppose that Region 25 (fictitious) wants to know if they are meeting their own goal for COE
review times. The I&R Coordinator has met with the region’s three SEA Reviewers and they have decided that 10
calendar days to complete their reviews is a reasonable goal. They also came up with a way to measure progress
toward that goal in terms of a percentage. They have called this measure a “processing rate,” meaning the
percentage of reviewed COEs that were completed within the 10-day window.

|II

To answer the questions above, Region 25 will compare the columns “Review Date — initial” (Column I) and
“Verification Date” (Column L). Remember that “Review Date — initial” means the date when the COE was first
submitted to Review status. “Verification Date” means the date when the SEA Reviewer approved the COE.
Step 1: Make a copy of the worksheet you wish to analyze

See Example 1, Step 1, and follow the same process to make a copy. Rename the new tab “COE Review Times.”

| | Search Criteria | COE Review Log | Reviewer Self-Monitoring COE Review Times ({-} [l 3 |

i)

10
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Step 2: Hide the unneeded columns and add a new column for “Days”

The number of days between the initial COE submission to Review status and the verification date must be
calculated for every COE in the worksheet. To make this easier, it helps to hide the unneeded columns between

the two dates that will be compared.

= = COE_Review_Log 02 19 201912 08 PM - Excel Jose Valencia 52l O
Insert Page Layout Formulas Data Review View Help ACROBAT Q Tell me what you want to do |& Share
ry . iti TG o e
D ?S Aial o K A == General Coﬂdltmna\ Formatting %“Inser‘( i ,% p
By - - L] # F it as Table - X Delete ~ =
Paste Blzr u-|5- &4 === i 00% < rerme e e i Deete NI G Fnda
e U - === =0 [57 cell Styles - =] Format -  Filter~ Select -
Clipboard Font [F} Alignment [F} Mumber [F] Styles Arial 110 . A‘ A, $ -
n - fe | Review Date - final B I =%H-A-5-58 v
H 1 J K , ' M -
1 | SEA Reviewer Review Date - initidl[Review Date - final [Times in Fix Sty °° -t COE marked inelig
2 |Ricardo Ramos 07182017 / 09262017 2 / BB Copy
3 [Ricardo Ramos 08292017/ [09442017 1 /| I% Paste Options:
4 |Ricardo Ramos 08302017/ 09062017 1 / = =
5 |Ricardo Ramos 03012017/ 09012017 / ==
& |Ricardo Ramos 09012017 / 09012017 Ji Paste Special..
7 |Ricardo Ramos 09'0&2017/ 09062017 / Insert -
| Search Criteria COE Review Log ‘ Reviewer Self-Monitoring COE Review Times Delete 3
Ready 22 Cgunt: 1124 Clear Contents 1 + 100%
/ / Format Cells...
Column Width...
A. Select J and K B. Right-click column Hide —| C.Click Hide
Unhide

Notice that J and K are now hidden in the screenshot below. Now you can insert a new column for “Days.

H 9%-&- = COE_Review_Log 02 19 201912 08 PM - Excel Jose Valencia 53] m}
Insert Page Layout Formulas Data Review View Help ACROBAT Q Tell me what you want to do |& Share
On = s iti ing = - -
D X Arial o xS ==2 General %Condltloﬂal Formatting E‘“Insert > :%Y p
Egy ~ $ - 9% 2 [Formatas Table~ EX Delete ~ ¥~
R B I U- S| »-a- === o a0 - Sort & Find &
e . u - === =0 [57 Cell Styles ~ (=] Format - " Filter - Select
Clipboard & Font [F] Alignment [F} Mumber [F] Styles Arial Lo . F\A A' $ -
M1 - fe | COEmarked ineligible B I =O-A-H-% 8 M
H 1 L M, B o] -
1 |SEA Reviewer Review Date - initial|Verification Date  |COE markeqlinn ¥ Cut COE Section 1a pa
2 |Ricardo Ramos 07192017 09262017 / Em Copy N
3 |Ricardo Ramos 08292017 09152017 / ‘l Paste Options: Y
4 |Ricardo Ramos 08302017 09072017 / =y Y
SN
5 |Ricardo Ramos 09012017 09072017 / e S
6 [Ricardo Ramos 09012017 09072017 / Paste Special..
7 |Ricardo Ramos 09062017 09072017 / Insert N -
‘ Search Criteria COE Review Log Reviewer Self-Monitoring COE Revigw Times Delete [ v
Ready %8 Count: 562 Clear Contents + 100%
/ :=| Format Cells...
Column Width...
D. Right-click column Hide E. Click Insert
Unhide
M1 - x K Days v
H 1 L I N o] -
1 | SEA Reviewer Review Date _ initial|Verification Date | Days |cOE marked ineligib{Child removed
F. Enter “Days”
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Step 3: Format existing date columns (I & L) and the new Days column

Even though they look like dates in Columns | and L, Excel does not recognize the contents as dates. In order to
use any Excel formulas, we need to convert these columns to a format that Excel can process. The following

sequence explains how to do this for Column I.

=

Insert

COE_Review_Log_02_19_2019 12 08 PM - Excel

Home Page Layout Formulas BAT

Q Tell me what you want to do

Eal (]

Jose Valencia

|i? Share

FEI E; [I:E"‘,‘ Ir[% [ Queries & Connections 8 Y E’E EE' B-= E\? gl &
Get Refresh Z| Sort Filter What-If Forecast Outline
Data~ E3 all- Al Yo Advanced | |Golumns 55 * B Analysis~ Sheet -
Get & Transform Data Queries & Connections Sort\ & Filter Data\ools Forecast -~
11 = fr | Review Date - initial v
H / I L M N 0 B
1 |SEA Reviewer / Review Date - initial V&riﬁcation Date Days \ COE marked ineligif Child removed
2 [Ricardo Ramos / ozaszo17 09262017 \
3 [Ricardo Ramos /[ |oszaz0tr 09152017 \
4 [Ricardo Ramos /|osanz017 09072017 \
5 |Ricardo Ramos / 09012017 09072017 \
& [Ricardo Ramos / 09012017 09072017 \
7 [Ricardo Ramos / 09062017 09072047 \ =
| Search Criteria | COE Review Log Reviewer Self-Monitorigg COE Review Times ®© 4 3
Ready 22 Count: 562 izi) mo- 1 + 100%
7 \ \
A. Select Column B. Click Data C. Click Text to Columns
This will launch the “Text to Columns Wizard,” as shown below.

Cormvert Text b Cohumen Wizard - Snep Lof 3 T e | [[conver Text v Cobumes Waes - Saep 223 =) [[Conment test 8o Cotumes W -sep 3ot 3 i |
vy ‘ > [ e et e i =] > [msorene ]
e ";““’"“:'...T.l:‘h‘"; T D [ e T o :"-:'-:mifw s

= e Test st - [ p——
Cancel (s | [ gmnn | Cancel <l e [ Cancet “ o ][ poun |

—_— // — —— // — /.

D. Click Next E. Click Next F. Click Date G. Click Finish
Notice that the formatting changes slightly and the dates are now right justified.

1 L 1 L
Review Date - initial|Verification Date | Review Date - initial|Verification Date
______________ TM9/2017(09262017 ] 71972017 9/26/2017
______________ 8/29/2017(09152017 Repeat steps A-G
______________ 8302017 103072017 for Column L
______________ H201T|03072017
______________ 20709072017
.............. 6201703072017
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The last column that needs formatting is Column M, Days. Since the fields are currently blank, this will set the
format you want to see after adding content.

H ©- 8 COE_Review_Log 02_19_2019 12 08 PM - Excel Jase Valencia (zal O
File Home Insert Page Layout Formulas Review View Help ACROBAT Q Tell me what you want to do | Share
= klo 7] Queries & Connections | & [TTA Y 3 EF fe i} B
e 3 21 [ A
Get & Refresh El Sart Filter Text ta o What-If Forecast Outline
Data~ EEH All - Vo Advanced | columns =5 7 [ Analysis~  Sheet M
Get & Transform Data Queries & Connections Sort & Filter Data Tools Anal + 10 - A‘ A' $ 05 9 S
M1 = £ || ays B I =0~ v
H 1 L ; M % cu o -
1 | SEA Reviewer Review Date - initial|Verification Date / Days B C 3 Child removed
2 [Ricardo Ramos 711912017 912612017 B Loy
3 |Ricardo Ramos 8/29/2017 9/15/2017 5 Eagintoes
O -y
4 |Ricardo Ramos 8/30/2017 9.’;1’2017 =l =l
5 |Ricardo Ramos 92017 #’71‘2017 Paste Special...
6 |Ricardo Ramos 92017 /9.’71‘2017
7 |Ricardo Ramos 9/6/2017 / ari2017 Insert -
| Search Criteria COE Review Log Reviewer Self-Monitoring COE Review Times Delete »
o Clear Contents
Ready 5 1 + 100%
/ Format Cells...
Column Width., |
A. Select Column Hide B. Click Format Cells
Unhide
Next, make the following selections.
["Eormat cells e N L [ ==
Numner | alignment | Font | gorder | Fin_| Protection |
Categony
Genersl . Sample
M Days
/ ,;::untma Decimal places: [0 =
Puceriage e 1000 Separator D. Remove decimals
Fraction Hegative numbers:
Sanianc -]
Test m
C. Select Number ot e
astom a4
Hurmher is used for gerel dsplay of Ambers. Cumendy and Aseounting sifer specialized

Tormatting for monstary slue.

E. Click OK

All the fields in Column M will now display whole numbers when the next step is completed.

Step 4: Calculate the number of days between Review Date — initial and Verification Date

Fortunately, it is easy to find Excel formulas for this purpose on the internet. In this example we will use
=DATEDIF (12, L2, “d”) to compare the date in Column | to the date in Column L and provide the number of days
between them. 12 and L2 refer to the column and row. Note that the row number will automatically adjust when
we paste the formula in the cells. The third variable, “d,” means the result will display in days. The following
screenshot shows how to enter the formula and apply it to the entire column.

13
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H - = COE_Review_Log 02 19 201912 08 PM - Excel Jose Valencia ) O
Home Insert Page Layout Formulas Review View Help ACROBAT Q Tell me what you want to do |£2 Share
S
Outline
Get & Transform Data Queries & Connections Sort & Filter Data Tools Faorecast ~
MINIFS * x v & =datedif(i2,12,"d") b4
H I L M N (o] a

1 |SEA Reviewer |Review Date - initial|Verification Date _[Days COE marked ineligib|Child removed

2 [Ricardo Ramos i 7/19/2017| 9/26/2017]=datedif(i2,12,"d")

3 |Ricardo Ramos 8/29/2017 9/16/2017 /

4 [Ricardo Ramos 8/30/2017 9712017 /

5 |Ricardo Ramos 9/1/2017 otenT /.

& |Ricardo Ramos 9/1/2017: 972017 /

7 |Ricardo Ramos 9/6/2017: 9712017 p

‘ Search Criteria | COE Review Log | Reviewer 5 onitoring | COE eviewTimesI ® 4 »
Enter 83 & - E

7
B. Type formula

A. Select cell M2

C. Type Enter

Next, click on the bottom right corner of M2 and drag down to select the rows underneath. This will apply the
formula in M2 to the selected rows in Column M.

| L M 1 L

Review Date - initial|Verification Date Days | |:> Review Date - initial|Verification Date Days co
71972017 9/26/2017 69| 7/19/2017 9/26/2017| 69|
8/29/2017 9/16/2017 B8/29/2017: 9/15/2017| 17
8/30/2017 9/7/2017| B8/30/2017: 9/7/2017| 8]
90172017 9/7/2017| 9112017 9/7/2017| 6
9/1/2017 9/7/2017| 9/1/2017 9/7/2017| 6
9/6/2017 9/7/2017 9/6/2017 9/7/2017 =

/ \

D. Click corner

E. Drag to apply

Clicking and dragging the tiny square on the bottom right corner works fine. But there are also other ways to
copy and apply a formula, such as by selecting a cell, using the shortcut keys Ctrl+C to copy, then selecting cells
and using the shortcut keys Ctrl+V to paste the copied formula.

Step 5: Chart review times (i.e., Days) for each SEA Reviewer

The steps above are enough to help you determine some useful metrics, such as the number of days each COE
took to review. If filters are added, as shown in Example 1, you can also look at this data for individual Recruiters
or SEA Reviewers.

Taking this one step further, a chart can be added to tell a broader, easier-to-understand story about the
numbers. Recall that one of Region 25’s goals is to determine if their SEA Reviewers are completing their COE
reviews within a 10-day window. They also want to calculate a “processing rate” for each SEA Reviewer.

The following steps show how to insert a Pivot Chart to visually convey review times (i.e., Days), relative to each
SEA Reviewer and the regional timeframe goal of 10 days.

14
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H ©- 8 COE_Review_Log_02_19_ 201912 08 PM - Excel Jose Valencia [zal = O

Home

Page Layout Formulas Data Review View Help ACROBAT Q Tell me what you want to do 1< Share

7 & ) -0z u P Line &
L&
’E? “ & I? - ||;. i - @ = “@“ 1 Colurmn = N @
PivotTable Recommended Table strations  Add-  Recommended i ! Maps PivotChart 3D e Filters  Link Text Symbols
PivotTables - ins - Charts v B B - Map~  [=Winfloss - = - -
Tables Charts | PivotChart Links -~
SR - .
Al - I Region W PivotChart & PiyotTable o

D

COE Review Log

Search Criteria

Reviewer Self-Monitoring

Ready # Average: 28694.43613  Count 23042  Sum: 48292736 B mo- + 100%
A. Select whole worksheet B. Click Insert Tab C. Click Pivot Chart

Next, you will see a pop-up window to create the pivot chart. Leave the default selections and click “OK.”

Choote the dats that you want to snalyze
& Select a table of range
Isblemange:  'COE Review Times IEASACH (]
71 Wk an external data source

Choose Connection._.

Connedion name:
Use this workbook's Data Model

l

& Mew Workiheet
) riting Worksheet
Location: 23]

Choee whether you want bo analye multiple tables

] Add this data to the Data Model
e J[ cma ]

D. Click OK

This will insert a new tab in the Excel workbook. Rename the tab “RT Chart,” as shown below.

| 1 | COE Review Log | Reviewer Self-Monitoring ‘ COE Review Times | RT Chart ® ] [¥] ‘

The new tab will contain a pivot chart “control box” where options are selected to create the chart.

PivotChart Fields r X

Choosze fields to add to report:

[Search P
[] Region E
COE Number E. From the list, click and drag SEA Reviewer here
0 (0E1\¥pa -
Drag hems‘t‘mwaen areas below:
;
T Filters “\ Il Legend (Series)
\“ SEA Reviewer 52
‘\‘ . .

| F. Click and drag COE Number here (see red line)

‘\
= Auis [Categories) “‘Z Values /

Days - Count of COEM... =

G. Click and drag Days here
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In this example, we created a chart with Days on the X-axis (horizontal) and Count of COE Number on the Y-axis
(vertical). We also want to show who reviewed the COEs by including the SEA Reviewer. Following the previous
screenshot, you can drag-and-drop these three variables in the areas shown to produce the following table and

chart.
A. Use filter to uncheck “(blank)”

A B L & D E F G H 1 J K L M N o P Q
2
3 |Count of COE Number_€olumn Labels |-T Countof COENumber
4 Row Labels -T Marcos Macias  Ricardo Ramos  Nancy Hall  Grand Total 120
5 |0 110 3 20 133
6 |1 97 6 10 113
72 18 14 3 35
8 3 55 12 67 100
9 4 12 17 29
10 5 17 3 26 46
116 16 3 17 36
12 |7 12 3 15 30 50
13 8 4 1 15 20 »
14 9 3 5 8 8
15 10 1 12 13 T o SEA Reviewer + T
16 11 2 2 E Marcos Macias
17 |12 3 7 10 2 Ricardo Ramos
18 |15 1 1 2 Nancy Hall
19 17 1 1 a0
20|18 1 1 2
21|19 1 2 3
22|27 2 2 0
23 (36 1 2 3
24 |39 1 1
25 |41 1 1
26 |47 1 1 o
27 59 1 1 0 1 2 3 4 5 & 7 B 8 10 11 12 15 17 18 18 27/36 39 41 47 58 69 186
2l t L Number of Days to Review
29 186 1 1
30 | Grand Total 389 2 170 561 Gays -

31
B. Use filter to uncheck “(blank)”

This pivot table (left) summarizes what each SEA Reviewer has done between 9/1/2017 and 2/1/2018 (the date
range in the original search). Column A has the number of Days, as calculated in Step 4, starting with 0 and going
up to 186. Column B has the count of COE Numbers that were reviewed by Marcos Macias in each Day category.
For example, Column B, Row 5, shows that Marcos Macias reviewed 110 COEs in 0 days (i.e., on the same day
the COE was submitted to Review status). Column B, Row 6, shows that Marcos also reviewed 97 COEs which
took him 1 day to complete (i.e., the Verification Date is one day after the COE was submitted to Review status).
This does not mean that in 1 day he reviewed all 97 COEs; it means that anytime from 9/1/2017 to 2/1/2018
Marcos reviewed 97 COEs that took 1 day to complete, from the date each one was submitted. The next
columns (C and D) summarize the number of COEs reviewed by Ricardo Ramos and Nancy Hall in each Day
category. Notice that Row 30 has a Grand Total for each SEA Reviewer, where one can quickly see how each
person contributed to the combined total of 561 COEs.

The pivot chart (right) shows the same information graphically. The chart has Days on the x-axis (horizontal) and
the count of COE Numbers on the y-axis (vertical). If we read it from left to right, we can easily see that most tall
bars appear within 10 days, meaning that Region 25 probably has a high “processing rate” (percentage of COEs
reviewed within 10 days of submission). Other patterns are also easy to spot, such as Marcos Macias reviewed
most of his COEs within 3 days of their submission. In contrast, Nancy Hall took anywhere from 0 to 12 days to
complete each of her COE reviews, spread out more-or-less evenly. There could be many reasons for this
difference, such as the percentage of time each person was assigned to the SEA Reviewer role. I&R Coordinators
will need to analyze the results critically and in the context of their own region/DFD.
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Step 6: Calculate a “processing rate” for Region 25 and each SEA Reviewer

Since the goal is to review COE’s within 10 days, use the pivot table to select data in the rows for Days 0-10.

=] COE Review_Log 02 19 201912 08 PM - Excel Jose Valencia [a} - [m]
Insert  Pagelayout Formulas  Data  Review View Help  ACROBAT  Analyze  Design @ Tellme
o . .= ab B R . . Ay,
5 * [ Caiba T & A General % Conditianal Formatting E"‘“Insert bR
o Ba - | $ - % » [FFormatasTable~ BxDelete - | [T+ O
aste - A i
T BIU-E DA =3 - 58 48 7 Cell Styles - {1 Format - -
Clipboard 1 Font 5 Alignment 5 Number Styles Cells Editing
E5 = Ao 133
A B € ) E - . .
2 PivotTable Fields v
3 | Count of COE Number Column Labels .7
N | Choose fields to add to report: [- 204
4 Row Labels -T Marcos Macias _ Ricardo Ramos  Nancy Hall  Grand Total
5 [0 110 3 20 1331 | Search )
6 |1 97 6 10 113
7|2 18 14 3 35, -
3 3 55 12 67 ber
9 |a 12 17 29 [J COEType
10|s 17 3 26 45 [ Current Status
16 16 3 17 36| [ Recruiter
12|7 12 3 15 30 [0 Recruiter Sign Date
138 a 1 15 20 [ Date Submitted
Bl 3 5 H SEA Reviewer A=
15|10 1 12 13
16 11 2 2 Drag fields between areas below:
17 |12 3 7 10
T Filters Il Columns
18 |15 1 1 2 .
ol 1 N SEA Reviewer  ~
2018 1 1 2
2119 1 2 3
2227 2 2
2336 1 2 3
21 39 1 L = Rows = Values
25 |41 1 1
Days - | || Count of COE N
26 |47 1 1
27 |59 1 1
28 69 1 1
29 186 1 1
30 | Grand Total 349 a2 170 561
31 -
‘ ... | COE Review Times | RT Chart @ < v Pl El it
Ready % Average: 4818181818  Count: 11 Sum: 530 3] |- 1 + 100%

A. Click and drag to select Days 0-10

B. Note sum of highlighted cells

Highlighting the cells above displays the sum in the status bar. Region 25’s “processing rate” is the sum of all
COEs reviewed within a 10-day window (530) divided by the total number of COEs reviewed (561): 530/561=
94.5%. The same steps are taken to derive the “processing rate” for each SEA Reviewer, as shown below.

For Mr. Macias, the sum of all COEs
reviewed within a 10-day window (342)
is divided by the total number of COEs
reviewed (349): 342/349= 98%.

For Mr. Ramos, the sum of all COEs
reviewed within a 10-day window (36)
is divided by the total number of COEs
reviewed (42): 36/42= 85.7%.

17

A [] = o e & ] = o & ] S [ 3
2 2 2
3 Countof COE Number Column Labels .7 3 Countof COL Number Column Labels -7 1 Count ol COL Number Column Labels -7
4 Row Labels T M aci icardo Ramos  Nancy Hall  Grand Total 4 Row Labels T Marcos Macias  Ricardo Ramos  Nancy Hall  Grand Total 4 Row Labels T Marcos Macias  Hicardo HRamos  Mancy Hall  Grand Total
s [o 110 3 2 133 5 [o 110 3 ] 133 5[0 110 3 20 133
6 [1 3 10 13 6 [1 ” 6 0 13 6 [1 ” 3 10 113
72 15 14 3 35 72 15 14 3 35 72 15 12 3 35
8 [3 55 12 2] 83 55 12 &7 82 55 12 &7
84 12 17 E 9 |a 12 17 -] 9 |a 12 17 -]
10 (s 17 3 2 26 105 17 3 ] 46 105 17 3 ] 46
nls 15 3 17 36 ule 15 1 17 ¥ 1|6 15 1 7 ¥
127 12 3 15 %0 127 12 3 15 0 127 12 3 15 0
£ 4 1 15 2 138 4 1 15 ] 138 4 1 15 ]
1o 3 5 8 14 [y 3 3 [ 24 (9 3 5 ]
15|10 1 12 1 1510 1 12 13 15|10 1 12 13
15 11 z 2 15 11 2 2 1 11 7 2
17 a2 3 7 10 17 |12 3 i 10 17 12 3 7 10
1815 1 1 2 18 15 1 1 2 18 15 1 1 2
1817 1 1 117 1 1 18 17 1 1
018 1 1 2 218 1 1 2 o 1 1 2
EIE] 1 2 3 2119 1 2 3 n 1 2 3
1w 2 2 2z 27 2 2 zar 2 2
FEIEDS 1 2 3 23 36 1 2 3 3 3 1 H 3
ETE] 1 1 243 1 1 ETEL] 1 1
5 a1 1 1 nm 1 1 E I 1 1
% a7 1 1 5 47 1 1 5 a7 1 1
50 1 1 w5 1 1 50 1 1
£ 1 1 =W 1 1 I 1 1
9 186 1 1 0 185 1 0 186 1
30 Grand Total 10 s61 20 Grand Total 349 s61 20 Grand Total ELC) az Q s61
31 31 31

“ - | COF Review Times | RT Chart . we | COL Review Tines | RT Chart . we | COL Review Times | RT Chart o) . v
Reay 8 awage3l Coun Reay 8 awage 45 Coun Ready 81 Averape: 1381816162 Count: 11

For Ms. Hall, the sum of all COEs
reviewed within a 10-day window (152)
is divided by the total number of COEs
reviewed (170): 152/170= 89.4%.
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EXAMPLE 3: DETERMINING WHICH COE SECTIONS HAVE THE MOST ISSUES

I&R Coordinators and SEA Reviewers may want to analyze their COE reviews to answer the following questions:
. For the whole region or DFD, are there sections in the COE Review Form with low “PASSED rates”?
e Based on this information, which Recruiters would benefit from additional support?

In this example, suppose that Region 26 (fictitious) wants to discover which areas in their COEs are sometimes
not passing review. Just as in Example 2, it helps to establish a goal and come up with a way to measure progress
toward that goal. The I&R Coordinator and SEA Reviewers at Region 26 agreed to first measure their current
numbers to establish a baseline. After that, they will discuss what their improvement goal should be. The
following steps show how to get started by determining the “PASSED rate” (i.e., percentage of “Y” entries
compared to total entries) for Section 1a of the COE Review Form.

Step 1: Make a copy of the worksheet you wish to analyze

See Example 1, Step 1, and follow the same process to make a copy. Rename the new tab “COE Issues.”

| ! t |

| COE Review Log ‘ Reviewer Self-Manitoring | COE Review Times | RT Chart COE Issues (-E- []

)

Step 2: Chart Section 1a of the COE Review Form

See Example 2, Step 4, and follow the same process to insert a pivot chart using the COE Issues data. Rename
the new tab “Sla Chart.”

| ‘

RT Chart

COE Issues | Sla Chart ® [l

: |

| Reviewer Self-Manitoring | COE Review Times

A. Rename Tab

(COE Review_Log_02 22 2019 01_19 PM (Example3) - Excel JoseValencia — (m]

H -

File Home  Insert Formulas ~ Data  Review  View ACROBAT Q Tell me

Subtotals Grand  Report Blank ' [] ¢olumn Headers [ Banded Columns
Totals~  Layout ~ Rows +

Page Layout Help Analyze [ESE

[ Banded Rows

ERG

Layout FivotTable Style Options FivotTable Styles ~

co v Fo| 227 v
A B C D E|F |G H | [«
2 PivotTable Fields v
3
4 Column Labels|-T| Choose fields to add to report: -
5 N Y Grand Total Search 5
6 |Count of COE Number 77 227 304
7 T L Cnia removea .
8 COE Section 1a passed?
N
9 Countof COE Number £ Sectionda, item 1
10 - [ Section 13 jtem 2 -
250 :

\
= o0 Dragf\e\dsbeth\Bn\aansbeluw:
N

13 Filters ! Columns
o 150 CoESecton 12 T COE Section13... =
15

mN
16 100 v

L] .
b C. Click & drag COE Number here
18 50 Rows = Values
19 Count of COEN... ~
20 0
21 Total
22

‘ .| COEsues | SlaChare @ ‘ v Defer Layout Update

Ready T HH m - 1 + 100%

18

B. Click & drag COE Section 1a here (see red line)
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Based on the information in the pivot table and chart above, Region 26 can calculate their “PASSED rate” as the
number of COEs (Count of COE Number) with a “Y” value in Column “COE Section 1a passed?” divided by the
total number of COEs: 227/304=74.7%. This rate can now be used as a baseline to measure against when the
I&R staff at Region 26 develop their annual goals. For example, they could have a goal of improving by 3% every
quarter in the next year, thus aiming for a “PASSED rate” of 86.7%.

The same steps illustrated above can be repeated for COE sections 1-4 (Part 1) where the eligibility information
is recorded. Each section will probably have a different baseline and may require a different goal.

Step 3: Chart Section 1a for each Recruiter

Insert a new pivot chart using the COE Issues data. Rename the new tab “Sla Recruiters.” Create the same chart
shown in Step 2. Next, carry out the following steps in order.

A. Click on chart

B. Click Design

H - 5 COE Review_Log 02 22 2019 01 19 PM (Exampl..  Piot.. JoseValencia OH = (m]
File  Home Mset Pagelayout Formulas Data Review View Help ACROBAT Analze [ENETUMM Format @ Tellme (& |_—
s C. Click Change Chart Type
’ : B Gl [= ;
1L o . | I I S IE 1l
Add Chart  Quick  Chdpge | - ._ [ ] | — Switch Row/ Select Change Move
Element ~ Layout = Coloks~ Column  Data  ChartType Chart
Chart Layouts Chart Styles Data Type  Location ~
Chart1 N b v -
D. Click Stacked Column
A | B | D E[F |G H|[+
2 PivotTable Fields M e
3
"C — Choose fields to add to report: # -
5 N Grand Total Search re)
6 Count of COE Number 77 304
7 | [ Region = |:,'|'. 4
8 o a [Z] COE Number w8
9 | Countof COE Number [ COEType
10 250 ["] Current Status -
= Drag fields betw bel
| rag fields een areas below:
12 | 200 J
13 Y Fitters 1l Legend (Series)
“ 150 COE Section 1a. = COE Sectionla.. v
15
| N
16 100
. my
17
18 50 = s (Categories) | £ Values
19 Count of COEN...
20 o
21: It Total !
22
. .. | Sla Recruiters ® « , el Ve
Ready 23 i) mo- 1 + 100% o) [ |
EF G H J K L M N | =
0 PivotTable Fields v
Count of COE Number
B0 Choose fields to add to report: & -
70 Search yel
e —
60 [] Current Status
Recruiter T
50 [ Regruiter Sign Date =
—_—— -
COE Section 1a passed? » 7 \
40 Drag fitlds between areas below:
Y
'
'
20 mH T Fitbers Il Legend (Series)
I
H COE Sectionla.. ¥ | L~
w ] E. Click & drag Recruiter here
i
10 :
= AxNfCategories) Values
0 = Recruiter w7 Count of COEM... =
Amy  Armande DannyPaz Felida Jaime Maria Olivia Qsvaldo Suzy
Jalisco  Fox Flores Herrero  Salas Sanpedre Peron  Hinojosa
Recruiter + ¥
O O [+
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The final step to get the chart shown above is to add numbers, called “data labels,” to the bars.

H ©- &@- s COEReview Log 02 22 201301 19 PM (Ex...

_ Switch Row/ Select Change Move

F. Click Add Chart Element File  Home Insert Pagelsyout Formulss Dats Review View  Help ACROBAT
\ .
an o | o% 1
5 o Clitin = il =
Add Chart Quick  Change .-~ sr 7
Element - Layout~  Colors -
i Axes » Chart Styles
. I AsisTitles b
G. Click Data Labels \ 5 -
T ChartTite  »
[T Datalabels » x e— 1 = 1 =
m None
iy DstsTsble  *
H. Click Center W frorbas ' e Center
B Gridlines v
i Legend i InsideEnd
0 Lines 3
Eﬂﬂ] Inside Base
a1 Fﬂﬂ'l Data Callout
£
- More Data Label Options..
7

Jase Valencia = = (m]

Analyze [EEEUMN Format  Q Tellme

= By o [
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Region 26 staff can use either the table or the chart to calculate each Recruiter’s “PASSED rate” and establish a

baseline for measuring progress toward goals.

A B C D E F G H 1 M N o] P
1 |Count of COE Number Column Labels -7
2 |Row Labels x N Y GrandTotal | Ceuntof COENumber
3 |Amy Jalisco 15 53 68 80
4 |Armando Fox 7 33 40
5 |Danny Paz 8 23 31 o
& |Felicia Flores 12 21 33 0
7 |Jaime Herrero 15 31 a6
8 |Maria Salas 6 26 32 50
9 |Olivia Sanpedro 1 1 e
10 |Osvaldo Peron 8 26 34 40 o
11 |Suzy Hinojosa 6 13 19
12 |Grand Total 7 27 M 50 =
13
14 b
15 | 10 I
16 |
17 | [} -
lB_ Amy Jalisco Armando DannyPaz Fdlicia Jaime MariaSalas Olwia Suzy
10 Fox Flores Herrero Hinojosa
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For example, Amy Jalisco (fictitious person) had 53 COEs with Section 1a marked as PASSED, out of 68 total

COEs. Her baseline “PASSED rate” is therefore 78% (53/68=77.9%).

The I&R Coordinator could use similar information from key areas of the COE to determine which Recruiters, if

any, would benefit from additional support.

Additional Details

This document is only a brief introduction to the COE Review Log. There are dozens of ways to manipulate the
export file and extract valuable monitoring and I&R planning information. Subgrantees are encouraged to share

ideas as they develop new uses for the available data.

Tip: As you make changes to the worksheets, save your file in Excel format to retain that same formatting you

see on your screen.
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