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Import raw data from certified 
CBM004 text file into SPSS 

Step 1: 









 
 
 
 



 
 
 
 



 
 
 
 



 
 
 
 



Run queries in Access 
1) Calculate Totals  
2) Assign Faculty (Status, Name) 

Step 2: 



Export Access Data File to Excel 
1) Make Adjustments (see “Notes”) 
2) Subtotal by Div/Dept/Discipline 
3) Copy Special Sections to own tab 
4) Do Pivot Tables 

Step 3: 



 
 
 
 



Adjustment for Team-taught and Stacked Classes: 



Subtotals and Checking: 



Special Sections and Pivot Tables: 
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Thank You! 

Jane Haas 
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