Using the Tidy Up The SRF Excel File
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Before you use the Excel file, you will need to download your school’s SRF data from the BECTA site. Log in to your school’s area on the Self Review area of the BECTA website and select the Plan tab at the top of the page.
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On the Plan your actions page, select any Element, select any Strand and then any Aspect. At the top of the Aspect area there are four buttons: select the Export button which will then overlay a dialogue box on the screen.
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In the Export this plan dialogue box, select the ICT Mark Report option followed by CSV from the Export format pull down. Click the Export button and save the file onto your computer. 
Setting Macro Security in Excel

Your next task is to allow Excel to run Macros. By default, Excel blocks Macros from being run as they can be a potential security risk. Therefore, you may wish to reset the Macro security to a higher level after you have finished using the Tidy Up file!
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Excel 2003: Run Excel and select Tools>Macro>Security… to display a dialogue box. If you would like to be prompted to open a file when it contains Macros, choose the Medium setting. If you are happy that your computer has good virus protection then you could use the Low setting. You won’t be prompted when you open an Excel file containing Macros at the low setting. You may now need to close and re-open Excel for the new settings to work.

Excel 2007: Run Excel and select the Start Circle in the top left corner. Select the Excel Options tab at the bottom of the menu and navigate to the Trust Centre. Select the Trust Centre Settings button and choose Macro Settings from the side menu. Select the option to Enable all Macros as long as your computer has good virus protection. You may now need to close and re-open Excel for the new settings to work.

Tidy up your SRF Data!

Open the ICT Mark Report CSV file you downloaded from the BECTA site in Excel and highlight all the data from cell A1 to cell M73 by dragging across the cells. Don’t worry that some of the data in column M seems to spill over into more columns – it doesn’t! Now copy this data to the clipboard by either pressing Control+C on the keyboard or selecting Edit>Copy from the menu.

Now open the TidyTheSRF.xls file and make sure that cell A1 is selected. Now paste in the data you copied to the clipboard by either pressing Control+V on the keyboard or selecting Edit>Paste from the menu. When you see the data press the Go! Button to start the tidying up process! If all goes well, you should now see the data in a series of striped rows.

The information you should see on screen now is only for the Leadership & Management strand. To view the information for the other strands, use the pull down button at the top of column A. You will notice that all the Element names have been truncated. This is so that each Element’s information can be printed out on two sheets of A4 paper.
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Further development is planned to allow any column to be hidden and shown as required. When this has been completed, a note will be posted on the Learn-ICT website.
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