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Early Warning Indicator Data Accuracy Checklist 

This document provides a working checklist for use after early warning indicator (EWI) data 
have been extracted from a school information system or data warehouse and pasted into one 
of Michigan's MTSS TA Center EWI Excel Tools. The checklist is designed to be used 
sequentially, starting with Step 1. 

Step 1: Are data populated in all expected tabs and columns? 

The answer is yes if all of the following are true: 

• All tabs for the term/time of year contain data. 
• All columns within the tab contain values, including columns with formulas designed to 

populate once other columns contain data. 
• All columns are populating with the correct data format (e.g., flag columns include only 

values of blank, 0, or 1). 
• All cells include a value (no blanks). 

Troubleshooting 4 possible issues 

1a: Tab that should have data is empty (sample below) 

 
 

What might be happening What to do next 

All of the necessary data were not 
pulled or data were pasted into the 
wrong tab. 

Check other tabs in the Excel workbook to see if the 
data was mistakenly pasted in elsewhere. If the data 
were not pasted elsewhere, recheck the raw data 
extract files to be sure that everything was pulled. Pull 
data from SIS or other source again if needed. 
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1b: Raw data columns (for pasting in data) are missing information (sample below) 

 
What might be happening What to do next 

There was an error when extracting 
data from your School Information 
System that resulted in too few or 
too many fields being populated 

Re-run the data export, ensuring you have selected the 
correct school year, term/date range, and report/export 
features. Re-paste raw data into spreadsheet. 

Data were not pasted into the right 
cells 

Check to see that pasted data start in column A and do 
not overlap with formula columns. If an error occurred 
when pasting data, you may want to go back to an 
earlier version of your template/file and paste again so 
you do not accidentally further affect formulas. 

1c: Columns with formulas do not contain values (sample below) 
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What might be happening What to do next 

VLOOKUP Formula is not working 
because the wrong cells/columns 
are being referenced 

Ensure your VLOOKUP formula includes all of the right 
components and that the correct cells are being 
referenced. See below this table for an explanation of the 
VLOOKUP formula structure. 

VLOOKUP formula is not working 
because the student ID fields are 
not the same format in both places 

Check the student ID fields in your current tab and the 
reference tab. Make sure the cells are both formatted the 
same (i.e., text, number). 

VLOOKUP Formula Structure 

This is the VLOOKUP formula used to pull data from the Incoming Risk A tab and push it into 
the Term 1 tab so all 20 days indicators are in the same sheet. 

=IFERROR(VLOOKUP(A2,'Incoming Risk A'!$A$2:$D$2000,4,FALSE),"") 

• This same formula is duplicated multiple times below, with different sections of the 
formula presented in bold type. The portion presented in bold is explained in the sub 
bullet underneath the formula each time it is repeated. 

=IFERROR(VLOOKUP(A2,'Incoming Risk A'!$A$2:$D$2000,4,FALSE),"") 

• Gets rid of the #NA error if there is no data. The “” at the end tell Excel to leave the cell 
blank if no data can be found. 

=IFERROR(VLOOKUP(A2,'Incoming Risk A'!$A$2:$D$2000,4,FALSE),"") 

• This is the command to go look up data in another part of your Excel workbook 

=IFERROR(VLOOKUP(A2,'Incoming Risk A'!$A$2:$D$2000,4,FALSE),"") 

• The common field in both tabs that you are basing the lookup on. In this case, the 
common field is the student ID number. So far, we are telling Excel to go find the row 
with in another tab with the same student ID number as what’s in cell A2 

=IFERROR(VLOOKUP(A2,'Incoming Risk A'!$A$2:$D$2000,4,FALSE),"") 

• This is the other tab where you want to pull data from. 

=IFERROR(VLOOKUP(A2,'Incoming Risk A'!$A$2:$D$2000,4,FALSE),"") 

• This provides the range of cells you are search from in the next tab. The left limit should 
be the student ID field and the right limit should be the column of data you are trying to 
move. The $ tell Excel not to automatically shift your formula as you paste it down 
multiple rows. The lookup range should remain constant. 

=IFERROR(VLOOKUP(A2,'Incoming Risk A'!$A$2:$D$2000,4,FALSE),"") 

• Starting with your first column of data (usually the student ID field), this tells Excel how 
many columns to the right it should pull data from. The data we want to move are in 
column D. So, starting with column A, it’s the 4th column of data that we want to move 
(4= A, B, C, D). 

=IFERROR(VLOOKUP(A2,'Incoming Risk A'!$A$2:$D$2000,4,FALSE),"") 
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• Tells Excel to look for an exact match for student ID, not a partial match. 

1d: Some cells are missing values. 

Blank data cells can impact your EWI data summaries in the following ways: 

• The total number of students with data may vary indicator by indicator if some students 
have missing values for some indicator columns. 

• The overall engagement indicator may under-represent risk for students with missing 
data because the formulas will treat the blank cell like a 0 (no flag). 

• If one indicator is missing or blank for a student, then that student will not be represented 
in the “Flag Data Drill Down” table of the summary tab. 

It is preferred that districts leave the cells blank if data are truly not available. Some common 
scenarios for blank cells include: 

• Parochial school students have inadvertently been pulled along with the public-school 
data export. 

• Middle school students are taking high school courses and the high school course codes 
did not get pulled for the middle school EWI data export. 

• Students in categorical special education classrooms do not have letter grades that 
correspond to one of the course codes being pulled for EWI data analysis. 

If a district has a strong rationale for why blank cells should be recoded as a 0 or 1, changes to 
the data need to be intentionally marked (e.g. colored text/cell). If changes are made, the 
marking description, rationale, and guidance for use should be documented in the District MTSS 
Assessment System. 

Step 2: Are PivotTables populated with data? 

If yes, move onto Step 3. If no, work through the remaining troubleshooting steps. The answer is 
yes if all of the following are true: 

• All PivotTables in the summary tab are populated with data (scroll down) 
• Pivot tables all contain data, not just the header row 
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Troubleshooting possible issues: 

2a: One or more PivotTables are empty (sample below) 

 
 

What might be happening 
when using Excel 

What to do next in Excel 

PivotTables have not been 
refreshed  

Refresh all PivotTables in your workbook by performing the 
following steps: 

Click on the header row of a PivotTable, go to the 
PivotTable Analyze tab in Excel and click on Refresh, then 
Refresh All. 

PivotTable doesn’t know what 
data to reference because a 
column header was changed in 
the raw data tab 

Rebuild the PivotTable by performing the following steps: 

Click on the header row of a PivotTable, go to the  

PivotTable Analyze tab in Excel, click on Field List, drag 
‘Grade’ into the Rows field, drag the indicator into the Rows 
field underneath Grade, then also drag the same indicator 
into the Values field and make sure the values are 
formatted as Count. 
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What might be happening 
when using Google Sheets 

What to do next in Google Sheets 

Data may not be linked to the 
pivot table 

Click on a zero or errant number for the Pivot Table editor to 
appear. 

Check the range for the pivot table to make sure the data 
range is identified and accurate. 

If no data is in the term or EOY sheet paste the data and 
Pivot Table should populate. 

Step 3: Do PivotTables look accurate? 

If yes, move onto Step 4. If no, work through the remaining troubleshooting steps. The answer is 
yes if all of the following are true: 

• All grade levels in the school are showing up in the PivotTables 
• The total count of students in each PivotTable remains the same from table to table 
• The count of students in each grade level in each PivotTables remains the same from 

table to table 
• PivotTable values in the right column appear to be counting numbers of students rather 

than performing some other calculation (e.g., sum, average, min, max) 
• A quick check between the raw student data and the PivotTables looks consistent 

Troubleshooting possible issues: 

3a: One or more grade levels are not showing up in the PivotTables (sample below) 
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What might be happening What to do next 

A filter might be in place for your 
PivotTable(s), which is hiding 
one or more grade level from 
showing up. 

In Excel click on the filter icon in the grade column header 
of the PivotTable. Use the checkboxes to select which 
grades should show up (or not) in the PivotTable. 

In Google Sheets complete the same steps in Pivot Table 
Editor. This can be found by clicking anywhere on the 
Pivot Table. 

3b: The number of students changes from PivotTable to PivotTable 

What might be happening What to do next 

Raw data might not be complete for 
all students at each grade level. 

Go back to the tab with the raw data and do a scan to 
see if there are cells with missing data for large chunks 
of students for a specific indicator or grade level. 

Perhaps a formula did not get carried all the way down 
the spreadsheet, or there was missing data in the SIS 
when the data were extracted and pasted into Excel. 

A filter might be in place for your 
PivotTable(s), which is hiding one or 
more grade level from showing up. 

Click on the filter icon in the grade column header of 
the PivotTable. Use the checkboxes to select which 
grades should show up (or not) in the PivotTable.  

The pivot table might be summing 
the data rather than counting 
students with 0, 1, or 2. 

In Excel click on the PivotTable builder. In the Values 
section, check to see that the value description starts 
with “Count of . . .” To change, click on the “i” next to 
the value description. 

In Google Sheets complete the same steps in Pivot 
Table Editor. This can be found by clicking anywhere 
on the Pivot Table. 

Step 4: Is the Flag Data Drill Down table populated with data? 

If yes, move onto Step 5. If no, work through the remaining troubleshooting steps. The answer is 
yes if all of the following are true: 

• Data are populated in each column of the table for grade levels where you have students 
enrolled in the school 
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Troubleshooting possible issues: 

4a. One or more columns have no data present (all zeros, sample below) 

 
 

What might be happening What to do next 

The raw data file does not include 
data for all required indicators. The 
formulas in the table require that 
data be available for each indicator 
in order to count a student. 

Ensure there is no missing indicator data in the tab 
with raw data. 

The formula is incorrect or was 
altered. 

Ensure the formula includes all of the right 
components and that the correct cells are being 
referenced. See below this table for an explanation 
of the formula structure. 

Flag Data Drill Down Formula Structure 

The formula used within the Flag Data Drill Down tables is provided below. It is repeated 
multiple times, each time with a different portion of the formula appearing in bold text. The sub-
bullet then describes how the bolded portion of the formula functions. 

=COUNTIFS('Term 1'!$D$2:$D$5000,"=9",'Term 1'!$E$2:$E$5000,"=1",'Term 1 
'!$F$2:$F$5000,"=0",'Term 1'!$G$2:$G$5000,"=0",'Term 1'!$H$2:$H$5000,"=0") 

• Counts the number of times that all of the criteria are met. The “S” at the end of 
COUNTIFS means there are multiple criteria. If there were just one, the formula would 
be “COUNTIF.” 

=COUNTIFS('Term 1'!$D$2:$D$5000,"=9",'Term 1'!$E$2:$E$5000,"=1",'Term1' 
!$F$2:$F$5000,"=0",'Term 1'!$G$2:$G$5000,"=0",'Term 1'!$H$2:$H$5000,"=0") 
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• This part of the formula is telling Excel to find the data in the Term 1 tab. The tab name 
needs to be exactly how it appears on the tab label, inside single quotes, with an 
exclamation mark after. 

=COUNTIFS('Term 1'!$D$2:$D$5000,"=9",'Term 1'!$E$2:$E$5000,"=1",'Term1' 
!$F$2:$F$5000,"=0",'Term 1'!$G$2:$G$5000,"=0",'Term 1'!$H$2:$H$5000,"=0") 

• Column D in the Term 1 tab is grade. This part of the formula is telling Excel to only look 
for students in 9th grade, who also meet the rest of the criteria. In columns to the right, 
you’ll see this part of the formula change to reference 10th, 11th, and 12th grades. 

=COUNTIFS('Term 1'!$D$2:$D$5000,"=9",'Term 1'!$E$2:$E$5000,"=1",'Term 

1'!$F$2:$F$5000,"=0",'Term 1'!$G$2:$G$5000,"=0",'Term 1'!$H$2:$H$5000,"=0") 

• These parts of the formula are giving Excel a range to look up. The formulas are set to 
cover 5000 rows of students based on the max size of high schools we are likely to work 
with. 

• Column E in the Term 1 tab: Attendance Flag. You see a 1 here to let us know we want 
to count the number of rows/students for which there is an attendance flag (1), but no 
other flags (0’s in the other flag columns). 

• Column F in the Term 1 tab: Behavior Flag 
• Column G in the Term 1 tab: Course Fail Flag 
• Column H in the Term 1 tab: GPA Flag 

Step 5: Does the Flag Data Drill Down table look accurate? 

If yes, move onto Step 6. If no, work through the remaining troubleshooting steps. The answer is 
yes if all of the following are true: 

• Counts of students between the Flag Data Drill Down table and the Overall Engagement 
Indicator PivotTables look the same 

• A quick check between the raw student data and the Flag Data Drill Down tables looks 
consistent 
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Troubleshooting possible issues: 

5a. Inconsistent counts between Flag Data Drill Down and Overall Engagement 
Indicator PivotTable 

 
 

What might be happening What to do next 

The Flag Data Drill Down formula is 
incorrect or was altered. 

Ensure the formula includes all of the right components 
and that the correct cells are being referenced. See 
above for an explanation of the formula structure. 

An earlier step in the accuracy check 
may have missed data errors. 

Go back and re-check steps 1-4. 

Step 6: Is the Progress table populated with data? (not applicable at 20 
days) 

If yes, move onto Step 7. If no, work through the remaining troubleshooting steps. The answer is 
yes if all of the following are true: 

• Data are populated in each column of the table for grade levels where you have students 
enrolled in the school. 
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Troubleshooting possible issues: 

6a. One or more columns have no data present (all zeros, sample below) 

 
 

What might be happening What to do next 

The progress columns on the raw 
data file are not working correctly. 

Check the progress columns in the raw data file to 
ensure they are populated correctly with data. 

The progress formula is incorrect or 
was altered. 

Ensure the formula includes all of the right components 
and that the correct cells are being referenced. See 
below this table for an explanation of the formula 
structure. 

Progress Table Formula Structure 

The formula used within the Flag Data Drill Down tables is provided below. It is repeated 
multiple times, each time with a different portion of the formula appearing in bold text. The sub-
bullet then describes how the bolded portion of the formula functions. Maintenance of Flags or 
Reduction in Flags. 

=COUNTIFS('Term 1'!$D$2:$D$5000,"=9",'Term 1'!$L$2:$L$5000,"=1") 

• Counts the number of times that all of the criteria are met. The “S” at the end of 
COUNTIFS means there are multiple criteria. If there were just one, the formula would 
be “COUNTIF.” 

=COUNTIFS('Term 1'!$D$2:$D$5000,"=9",'Term 1'!$L$2:$L$5000,"=1") 
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• This part of the formula is telling Excel to find the data in the Term 1 tab. The tab name 
needs to be exactly how it appears on the tab label, inside single quotes, with an 
exclamation mark after. 

=COUNTIFS('Term 1'!$D$2:$D$5000,"=9",'Term 1'!$L$2:$L$5000,"=1") 

• Column D in the Term 1 tab is grade. This part of the formula is telling Excel to only look 
for students in 9th grade, who also meet the rest of the criteria. In columns to the right, 
you’ll see this part of the formula change to reference 10th, 11th, and 12th grades. 

=COUNTIFS('Term 1'!$D$2:$D$5000,"=9",'Term 1'!$L$2:$L$5000,"=1") 

• Column L in the Term 1 tab: has a formula that will produce a “1” by comparing columns 
J (current term overall engagement indicator) and K (previous term’s overall 
engagement indicator) and determining that a student had 0 flags both terms. 

Students with X Number of Flags During Previous Term 

=COUNTIFS('Term 1'!$D$2:$D$5000,"=9",'Term 1'!$K$2:$K$5000,"=0") 

• Counts the number of students with zero flags during the previous term to use as the 
denominator in the cell underneath this one. Note that this number is pulled from the 
column with the VLOOKUP formula in the current term, not the previous term tab so that 
we are only including students who were enrolled both terms. 

Step 7: Does the Progress table look accurate? (not applicable at 20 days) 

If yes, move onto Step 8. If no, work through the remaining troubleshooting steps. The answer is 
yes if all of the following are true: 

• Counts of students between the Progress table and the Overall Engagement Indicator 
PivotTables look similar for the current and past term. Note that the numbers may be 
slightly lower in the Progress table if there were students who moved in and/or out of the 
district between terms. 

• A quick check between the raw student data and the Progress tables looks consistent  

Troubleshooting possible issues: 

7a. Inconsistent counts between the Progress table and Overall Engagement Indicator 
PivotTables 

What might be happening What to do next 

An earlier step in the accuracy 
check may have missed data 
errors. 

Go back and re-check steps 1-6. 

The progress formula is 
incorrect or was altered. 

Ensure the formula includes all of the right components and 
that the correct cells are being referenced. See below this 
table for an explanation of the formula structure. 
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Step 8: Congratulations, the EWI data are ready to be shared with 
coaches. 

Michigan’s MTSS Technical Assistance Center is funded by the 
Michigan Department of Education and the U.S. Department of Education, 

Office of Special Education Programs. 
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