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How to use the Toolkit Template to
TABULATE, conduct the ITEM ANALYSIS and SCORE

the Level-2 Evaluation Results
(For Assistants)

. What you need to know/have to get started

A. When to use the template and when NOT to use it:

1. Once the participants have returned their completed pre- and post-test forms, you use the
template. Your role is to enter the data into the template. Then, it will automatically conduct
the item analysis and score the test.

2. You can use the template for the tabulation of up to:

» 50 multiple-choice test items (each with only one correct answer) on the pre-test;
» 50 multiple-choice test items (each with only one correct answer) on the post-test; and
» 254 respondents.

3. If you are not in this case, the template would not work. You should use your own scoring
means. (If all previous Toolkit guidelines were followed, you should be in this case, and you
should use the template.)

B. What you should have before starting:

4. You should have all of the Pre-Test and Post-Test forms completed by your participants. (If
you are missing a few forms that are expected to come later, you could tabulate your
temporary results. When you receive the missing forms, you would enter their data and re-run

the macro to get the final results.) If you want to get started before receiving the forms, you
could go up to IV.

5. Your computer should have Excel. (The template and the guidelines have been developed on
Excel 2000. Theoretically, they should work with newer versions of Excel, but this was not
fully tested.)

C. How to use the Guidelines:

6. Follow the instructions given in these guidelines in order.

7. ::> The green arrow over a picture, points to where to look/click.

8. The sign & warns you against potential mistakes to avoid. Please follow the warnings or
you could end up with inaccurate results or no results at all.

9. The text within { } indicates how to perform the action with your computer.

10. The text in italics indicates the situations in which you may find yourself. Only follow those
that are relevant to you and skip the others.

11. Unsure about the meaning of a term? Click the Level-2 Evaluation Toolkit Glossary of Terms.



http://web.worldbank.org/WBSITE/EXTERNAL/WBI/0,,contentMDK:20270022~pagePK:209023~piPK:335094~theSitePK:213799,00.html
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ll. Download the template and create your tabulation file

12. You need to download the tabulation template, a large Excel file that includes a macro.
Depending on your Excel security settings, various warning windows may appear on your
screen, as in the examples below. You may see other versions of these warnings. In any
case, you should choose to enable the macro (i.e., allow the macro to be installed while you
download and open the template). This macro only performs the item analysis and scoring of
your test. It only appears when you use this template. It does not affect other files or macros.

13. In Excel, pull down the “Tools” menu option, then click “Macro” and then select “Security...” A
“Security” dialog box resembling the picture below will appear. If the Security Level is higher
than Medium, set the Security Level to Medium by clicking the “Medium” radio button. Then
click “OK.” You will return to your original security level after having enabled the macro, so
remember your original security level. If your Security Level is Medium or lower, don’t change
it, and Click OK.

Security Level | Trusted Publishers

) Wery High. Only macros installed in brusted locations will be allowed
ko run. All okher signed and unsigned macros are disabled.

") High. ©nly signed macros from trusted sources will be allowed ko
run. Unsigned macros are aukomatically disabled,

S > (3 Medium. You can choose whether or not to run potentially unsafe :

imacros,

) Low {not recommended), You are not protected From potentially
unsafe macros, Use this setting only if vou have virus scanning
software installed, or vou have checked the safety of all documents
wOU OpeEr,

::> ok | [ cancel

14. Close Excel (after saving every other file you may have open).

15. Go to: Level-2 Evaluation Tabulation Template (by clicking the hyperlink of the current
guidelines or the hyperlink on step 11 of the Toolkit’s list of Tools). Opening this 2.8 MB large
template file may take several minutes.

16. On opening the following dialog box may pop-up. If so, click “Yes” and skip to point 18 below.

i Microsoft Excel x|

The document you are opening conkains macros, Some macros may conkain harmful wiruses, IF you are sure this dacument
is From a trusted source, click Yes. IF wou are not sure and want bo prevent any macros Fram running, click Mo,



http://siteresources.worldbank.org/WBIINT/Resources/L2-Tabulation-Template-2004-06-15.xls
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17. Alternatively, on opening the following dialog box may pop-up. If so, click “Enable Macros.”

htkps i fsiteresources  worldbank, org MWEIIMT Resources L 2-Tabulation-Templak
e-2004-04-27 . xls conkains macros,

Macros may conkain viruses, It is always safe to disable macros, but if the
macros are legitimate, wou might lose some functionality,

Disable Macros {  Enable Macros - Maore Info

18. The following window will open. Pull down the “File” menu and select “Save as...”

é http:/ /siteresources.worldbank.org WEIINT /Resources/L2-Ta Y m] |
File Edit Wiew Insert Format Tools Data  Acrobat  GoTo  Favorites Help oo
A .
« _ = @ at Q E7| »
Back Fotward Stop Refresh Home Seatch Favarites
\lddress ’-Gj http:,l',l'siteresu:uurces.worldbank.0rg,I'WBIINT,I'Resu:uuru:es,l'L2-Tal:uuIatiDn-TempIate-ZDD4-D4-2?.xlsﬂ @Gn
N | = # Pretest item 1 stem
A B | 5 | D | I~
Click this cell for guidelines on how io use this file|Fespondent 1 Fespondent 2 Bespondent 3 | Respo
Participant's code b
Beginning of pre-test - LI LI LI

# Pre-test itemn 1 stern

a. Pre-test itern 1 response option a
b. Pre-test itern 1 response option b
c. Pre-test itern 1 response option c
d. Pre-test iter 1 response option d
e. Pre-test itern 1 response option e
#. Pre-test item 2 sterm

a. Pre-test itern 2 response option a
b, Pre-test itern 2 response option b
c. Pre-test itern 2 response option c
d. Pre-test iter 2 response option d
| 16 |e. Fre-test item 2 response option e
| 17 |# Pre-test item 3 stem I_‘

3

[4 [ 4[» [#]"Pre Data £ Post Data /£ Table / Blank sheet 1 | 1 |

|

) Py Py Py P P p

19. Save the file in the directory of your choice and give it the name of your choice. In these
guidelines, we will use the following name “My-Course-L2-Tabulation.xls” as an example.

20. Close the Internet window (shown above) and open Excel.
21. In Excel, open the file: “My-Course-L2-Tabulation.xls” (or whatever you named your file.) On

opening a warning dialog box resembling those in points 16 and 17 above may pop-up. If so,
click the option that would allow the macro to run.

22. Now that you have accepted the macro, if you had changed you security level in point 13
above, follow the same path to reset your security level as what it was before point 13.
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lll. Get familiar with your tabulation file

A. The toolbar:

BExORES

it appears on the upper right corner of your screen. (If the icon: = is not on your screen, go
back to Chapter Il). The Toolkit toolbar includes the icons that perform the functions you may
need during the tabulation.

23. On opening, the following toolbar was loaded: | | = . Typically

Icon’s name: Function in tabulating your results
B | Item Analysis Macro: To computes your results. Use it after your entered all data.
& | save: To save your document. (Use it often.)
Copy: To copy your selection.
Paste Values: To paste only the values you copied. (Use instead of regular paste.)
=< | Insert Rows: To use only in “Table” sheet for formatting, if you want.
11 Page Break Preview: To adjust where the pages of the “Table” sheet breaks.
[& Print Preview: To preview your results on the “Table” sheet before printing.
E Normal View: To display the normal view.
& Print: To print your results.
B. The worksheets:

24. The workbook contains six visible sheets that you will use to tabulate your results:

a. “Pre Data” In this sheet you will type or paste the pre-test items (stem and response
options) and the participants results using 1 or 0, where 1 means the participant selected
the option, and 0 if s/he did not select the option.

b. “Post Data” In this sheet you will perform the same operations as above for the post-

test.

“Table” This sheet presents the results. You may adjust its format slightly, if you wish.

Blank sheet 1, 2, and 3. These sheets enable to paste your test items and adjust the

layout safely without affecting the rest of the template

& The template includes several hidden sheets. Please do not delete any sheet
(hidden or visible) at any point because it would cause your results to disappear. Also, do not
rename any sheet (hidden or visible) because the macro would not run. The only exceptions
are “Blank sheet 1”7, “Blank sheet 2, and “Blank sheet 3"

oo

25. To move from one sheet to another, click the tab at the bottom of your screen that
corresponds to the sheet that you want to see. You can identify which sheet you are using by
the color of the tab. The sheet on which you can work has the same color as its tab (most
often white). When you are not working on a sheet, its tab has a different color (most often

gray).
Picture of the Sheet Tabs

: - |
4 i*l 'y M Pre Data / Post Data # Table / Blank sheet 1/ Elank sheet 2
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C.

26.

27.

28.

20.

The frozen panes:

To prevent data entry mistakes, the “Pre Data” and “Post Data” sheets use the “Freeze
Panes” function.

When you scroll down, the rows showing the respondent number and the participant codes
remain visible, even if the first test items disappear from the screen. To view the latter rows
again, scroll back up.

When you scroll to the right, Column A that shows the items remains visible, even if the first
respondents disappear from the screen. To view the latter columns again, scroll back to the
left.

The comments:

When you place your cursor (without clicking) over a cell with a small red triangle on the
upper right, a comment may pop-up, e.g., in cell A2 below. These are warnings or short
instructions that you may use once you have tabulated results following these guidelines at
least once. However, at least for your first time using the tabulation template, please follow
the guidelines instead of the comments. The guidelines are more complete and will prevent
you from making mistakes.

P P P [ [ P P U )
{8]e|m|5[5a]=|5[s]=[5 [0 [ ] |w]w

m

30.

31.

A B | B | D | E | F | 5]
Click this cell for guidelines on how io use this file|F] £
Participant's code For full guidelines, click A2. The current boz is only a summary for ezperienced users.
BEg g, nfpm_m“ —vJ I. What comes in this sheet, in what order and what NOT to do in this sheet:
#. Pre-test itera 1 stera
a. Pre-test item 1 response option a A_ You will use this sheet "Pre Data™ to enter the responses to the pre-test.

b. Pre-test itern 1 response optionb
;. Pre-test item 1 response option ¢
d. Pre-test itern 1 response option d
&, Pre-test item 1 response option e
#. Pre-test iter 2 stem 2. Type the participant’s codes in row 3. [First read comments of cell BZ.)
a. Pre-test item 2 response option a
b. Pre-test item 2 response optionb

BE. In sheet "Pre Data.” you should do the following in sequence:

1. In column A, type the pre-test items. [First read comments of cell AB.)

3. Type the participants” responses starting in cell BE. [First read comments of cell BE)

c. Pre-test item 2 response option ¢ When done, go to sheet "Post Data_”
d. Pre-test itern 2 response option d
e. Pre-test item 2 response option e . What you should absolutely NOT do in this sheet:

Do NOT cut and paste ¢ells from one place to another.

# Pretest item 3 stem Do NOT delete nor insert any columns.

a. Pre-test item 3 response option a Do NOT delete rows.
b. Pre-test itera 3 response optionb Do NOT detete the formulas in Column I¥.
o. Pre-test item = response gpﬁ,;n C Do NOT detete the Formulas in the olive green rows below the test data.

The security features:

The values of some cells are restricted. When you type something inadequate in some cells,
a dialog box will pop-up and direct you to retry to enter the correct value or to cancel, as in
the example below.

Microsoft Excel x|
Q The walue vou enkered is nak walid,
& user has restricked walues that can be entered inko this cell.

Cancel |

When you type in some cells, they (and several others) may turn red. This means that you
entered an incorrect number. You should check your data and re-enter the correct value.
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IV. Input the text of the test items in the tabulation file

32. Open the Word file that includes the version of your pre-test where the correct answers end
with “A” (as was mentioned in the guidelines on how to prepare the test forms point 17).

33. Select and copy all pre-test items.
34. Go to your Excel tabulation file.
35. Click the sheet tab "Blank sheet 1.”

36. Click to paste the values of the copied selection.

37. Your test items may be split all over the sheet. In this Blank sheet, you will safely arrange

them in the following way:
&WARNINGS!

a. Allitems must be in column A only of a “Blank sheet”.

b. Each element of the item must be in a different cell and one cell only.

c. There must be no blank cells between the items.

d. The stems (beginning of the test questions) must all start with their numbers.

e. The response options must start with a. or b. etc., without item number or other character.

f.  The correct option (key) should end with A. There should be nothing after A, not even a dot,
a space or any other character.

Example of correct item layout

A E C

1 |1. & utilitanian analysis of education would focus on:
2 |a the number of teachers trained annually. a. Allin Co!umn A only.
3 |b. the national budget for education. Column B is empty.
4 |c. differences m school completion rates for boys and girls.
3 |d. levels of measured student acluevement. ™ :

. b. One cell per stem or response option.
& e Idon't know.

2. Which of the followang statemetits are true regarding the use of educational “production
fimctions”™ to determine “how to produce”™?

I Changes i the mix of mputs utlhized need to be related to a measure of output such as
changes n student achievement.

II Changes in the mix of nputs utiized need to be related to changes in the cost of the inputs

utihzed.

I Production functions help us understand how we might produce education more efficiently.
d. Stems a Only Land IL :
start with b, Only I and I c. No blank rows between items.

?
3
9
numbers. || 10 |c. Only I and IIT.
| 11 [d. All staternents are true ™
12

ale |e T don't know.
1573, Communttarian political philosophy emphasizes:
e. Options Shta. puthing power i the hands of local government.
start with 15 |b. putting natural resources under community control. f. Keys end with A
letters. 16 |c. forming society according to some ideas of wirtue ™

17 |d. from each according to their abilities to each according to their needs.

A} | 4 [p [M]% PreData £ PostData 4 Table % Blank sheet 1 A T P S A= P P —m— (R

a. On a Blank sheet.



http://siteresources.worldbank.org/WBIINT/Resources/How-to-prepare-test-forms.pdf
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@ TIPS!

If you make a mistake, you can undo by pressing {Ctrl Z} together.

It is faster to perform the same type of operations on all cells, then go back to the top and do
another type of operation on all cells, etc.

First, check if some text—that should be in one cell—is spread over several cells. If so,
consolidate these cells. Go to the cell with misplaced text. Press F2 to edit this cell. Highlight and
cut the content of the cell. Press Enter. Go to the cell where the text should be. Press F2 to edit it.
Within the cell put your cursor where the text should be pasted. Paste the text. Press Enter.

To create a paragraph break within a cell (see A7 in the example above), press the keys {Alt
Enter} together.

Besides the paragraph breaks, don’t bother formatting, sizing or wrapping the text in these cells.
Format does not matter. The system will overwrite your formatting and create its own.

Fix all misplaced text of all cells before moving to the next operations, i.e., deleting all
empty/unneeded rows.

To delete a row, put your cursor in the row to delete. Pull down the “Edit” menu, and select
“Delete...” In the Delete dialog box, click “Entire row” then click “OK.”

Put your cursor in the next row to delete. Press F4. (F4 repeats the last action.) Use this method
without interruption, until the last unneeded row is deleted. (Only the clean list of items should be
left in this sheet at this time.)

Make sure that all item stems start with the question number with nothing, not even a space, a
quote or a dot, before the number.

Make sure that all response options start with the corresponding letter: a. b. c. d. or e. with
nothing, not even a space, a quote or a dot, before the letter.

Make sure that the correct answers end with # (and that nothing is typed after *). Pressing F2
automatically places the cursor after the last character of the cell. If you notice a space after *,
delete it.

38. Your list of items should be clean and ready to be pasted where it will become operational.

39. Highlight your full list of items, but nothing else! & You should not select any empty
rows at the bottom of your item list. (Tip: Go to A1 and press the three keys {Shift Ctrl Down
arrow} together.)

40. Copy your highlighted list of items.

41. Go to sheet “Pre Data.”

42. Put your cursor on cell A5.

43. Click .
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44. Your pre-test items should be pasted in column A only. However, if the text is larger than the
cell, it may appear in columns to the right. Your paragraph breaks may also seem to have
disappeared. (See cell A11 in the picture below). Don’t bother changing the layout, cell wrap,
or other format. This layout will help you while your enter the data. Then, the template will
automatically wrap the text in the final formatting stage.

EEEEORES
A -] =| 1. A utilitarian analysis of education would facus on:
A B | C | D
2 | Click this cell for guidelines on how to use this file |Respondent 1 Respondent 2 | Respondent
3 |Participant's code A
4 | Beginning of pre test = | |
S |1. A utilitarian analysis of education would focus on:
6 |a. the number of teachers trained annually. A
7 |b. the national budget for education.
8 |e. differences in school completion rates for boys and #irls.
9 |d. levels of measured student achievement.”
10 |e. I don’t know.
11 |2. Which of the following statements are true regarding the use of educational “production functions”
12 |a. Only I and IT.
13 |b. Only I and TIT.
14 |c. Only IT and IIT.
15 |d. All statements are true.”
16 |c. I don’t know.
17 |3. Communitarian political philosophy emphasizes:
18 |a. putting power in the hands of local government.
19 |b. putting natural resources under community control.
20 |e. forming society according to some ideas of virtue.”
21 |d. from each according to their abilities to each according to their needs.
22 |e. I don’t know.

I_H |4 [p [w[Pre Data ¢ Post Data £ Table £ Blankshest1 £ Blank sheet z { Blanksheet 3 JLI

45. Click in a cell that is not highlighted to deselect the list of item.

46. Save your file.

47. Repeat all operations in Chapter IV for the post-test. The only differences are that you:
a. Start with the Word file that includes the post-test (with correct answers showing)
b. Paste and clean up the post-test items in “Blank sheet 2”; and

c. Once they are clean, copy and paste their values in sheet “Post Data” cell A5.

48. Save your file.
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V. Sort, match and number your test forms

The course’s Learning Gain is computed on matched respondents, i.e., participants who
answered both pre-and post-tests and whose answers to both tests could be matched by their
codes. In this chapter, you will sort, match and number the forms in preparation for the data entry.

49.

50.

51.

52.

53.

54.

55.

Take all the (paper) test forms completed by participants to evaluate your course.

Divide them in two piles: one with the pre-test and the other pile with the post-test. At all
times during the sorting and tabulation, keep the pre- and post-test forms separate.

Turn the pages to put the matching code on the top page of each test form. Participants
should have written their codes on the first page of the pre-test. However, the code on the
post-course questionnaire should be on the first page of the post-test that is after the Level-1
evaluation form. Do not un-staple the forms yet.

Sort the pre-test forms by alphabetic/sequential order of the participant code. If a participant
did not write a code, put the form at the back of the pile.

Repeat the sorting with the post-test pile of forms.

Put both piles in front of you. Check if the code on the first pre-test form is the same as the
code on the first post-test form. If it is, put the forms face down creating two additional piles.

Check if the code on the second pre-test form is the same as the code on the second post-
test form. If it is, lay them face down behind the first test forms you checked. Repeat the
operations until the bottom of the piles.

What if the codes don’t match?

If the codes of the top two forms don’t match, put the form with the first sequential code in a
separate pile for unmatched forms. (The first sequential code could be either on the pre-test
or the post-test.)

Once you finished the piles, check all unmatched forms and try to match them in other ways:

Two forms may have about the same codes, and the same filling patterns and handwriting. If
you are confident that they were answered by the same participant, change the code to make
them identical and re-insert them in the piles of matched respondents.

Look at any comments any participants make. In addition to the codes and handwriting, some
participants expressed the same ideas, sometimes in the same word on both forms.

If several participants used the same code, try to distinguish them through their handwritings
or logical deductions (e.g., responses to demographic questions against the participant list).
Then, add a —1 and -2 to their respective codes.

Despite these tips, you may not be able to match all pre- and post-tests. If so, put the
unmatched forms at the bottom of their respective pile of forms.

56.

For WBI Courses: Number each post-course form to associate the Level-1 evaluation and
post-test answers for each participant: write 1 on each page of the first form, 2 on each page
of the second form, etc. Then, separate the Level-1 evaluation forms (that WBIEG will
process) from the post-test forms that you will tabulate. Tell WBIEG that the course was
evaluated at Level-2.




WBIEG: How-to-tabulate-responses.doc Page 10 of 17 March 6, 2005

VI. Type the participant codes in your tabulation file

57. Go to the sheet “Pre Data” on your Excel tabulation file and take your pre-test pile of forms.

& IF YOU TYPE A MISTAKE IN THE SHEETS “PRE DATA” OR “POST DATA”, NEVER
CUT AND PASTE; UNDO OR TYPE OVER INSTEAD. If you notice your mistake early, you
could undo your last few operations: Press {Ctrl Z} together repeatedly. (These sheets are linked
to other sheets that contain formulas to calculate your results. Cutting and pasting can change
the cell references of linked formulas. Consequently, without being able to notice it, you could
produce inaccurate results.)

58. In row 3, type the codes that enable the pre-and post-tests to be matched for individual
participants. Look at the pre-test file of forms and type the first participant code in cell B3.
Type the next participant code in C3, etc. (See example below). Type the codes in the order
in which you just matched the forms. The codes for the unmatched forms will be entered last.

A B | C [ D | E [ F
| 2 | Click this cell for guidelines on how to use this file|Respondent 1  Respondent 2 Respondent 3 Respondent 4 Respondent 5
3 |Participant's code L W20 LPTE BDO2 BLOT BT99
| 4 |Beginning of pre-test _ = = =l = = >
5 |1, A utilitarian analysis of education wonld focus on:

59. Go to the sheet “Post Data” and take your post-test pile of forms.

60. In row 3, type the codes found on the post-test forms, in the same way as for the pre-test.

A B | C | D | E | F
| 2 |Place your cursor over here for a glance of this sheet. Respondent 1 Respondent2  Respondent 3 Respondent4  Respondent 5
3 |Participant's code ADIEY ‘IAP?S BDO2 BL%7 BTS9
| 4 |Beginning of post-test = =l =l =l =l |
5 |1 A utilitarian analysis of education weuld concentrate on:

& To match a respondent, type the same code in corresponding columns of the “Pre
Data” and “Post Data” sheets. For example, if a participant had the code AM89, and if you
typed AM89 in column B of the sheet “Pre Data,” you should type the same code AM89 in column
B of the sheet “Post Data.” If you made a mistake in typing the code, the cell would turn red.

What to do with the unmatched forms?

Responses of unmatched respondents should also be typed. Some of the statistics use them.

If you typed the code of unmatched respondents in the Pre Data sheet, we recommend that
you leave the corresponding columns of the Post Data sheet blank. Start typing the codes of
the unmatched post-test respondents in the columns to the right of those reserved for the
unmatched pre-test respondents. Only if you don’t have enough columns, start re-using the
same columns for the unmatched respondents. (If you reuse the same column for the pre-
and post-tests, the code numbers will turn red. Your results will still be accurate, but the
layout may not be as clear.)

61. Save your Excel file.
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VII. Type the participant responses

62. Go to the sheet “Pre Data” on your Excel tabulation file and take your pre-test pile of forms.
63. Click on the cell B6, i.e., the cell on the right of the first response option of the first item.

64. Take the pre-test paper form with the code you typed on cell B3. All information you type in
column B will be data from the participant with this code.

65. Look at the respondent’s answer to the first pre-test question.

» If the participant chose option a, type 1 in cell B6 and press {Enter}. If the {Enter} key does
not put your cursor in the cell immediately below, press the {down arrow} key.

» If the participant did not choose option a, type 0 in cell B6 and press {Enter}. If the {Enter} key
does not put your cursor in the cell immediately below, press the {down arrow} key.

66. In cell B7, type 1 if the participant chose the corresponding option b or 0 if s/he did not.

67. Go to the cell immediately below and repeat the same operation. When you reach the end of
the first item, skip the row with the stem of the item and go to the row corresponding to option
a of the second item. It should be in B12.

68. Type in the response to the second item, in the same way. Then, move to the next item, and
the next, until the last item of the pre-test. Leave any unused rows at the bottom blank. Do
not delete the blank rows.

69. Take the pre-test form of the second respondent. Go to the next column (C). Check that the
code typed in this column corresponds to the code on the paper form. Enter the responses of
this participant in the same way. Then move to the next column, and the next, and repeat the
same operations until the responses on all pre-test forms are typed.

What if a cell turns red?

The file flags issues in turning cells red. Red cells indicate one or several of the following cases:

a. You typed 1 in the row reserved for a stem. If so, delete your response and type it where it
belongs.

b. You typed several 1 for a respondent to one item. Participants should have chosen only one
response per item. If they selected several options, read the item and see if you could fix the
answer logically. For example, a participant may have marked, a, b and c, but option d may
be “all of the above” (equivalent to a, b, and c). In such case, type 1 in option d, and 0 in a, b,
and c. If you can’t fix the response with this logic, type 0 for all responses of this respondent
to this item.

c. Some Toolkit directions were not followed. Your test may not have five response options for
each item. The items may not have been laid out as explained in chapter IV above. In such
cases, the red cells appear randomly even without data entry issues. Your results will still be
accurate. However, you can’t rely on this safety feature to help you type the data accurately.
So, ignore the color of the cells and pay extra attention to your data entry.

70. Double-check all of the typed data against the paper forms and save your file.

71. Go to the sheet “Post Data” and take your post-test forms. Repeat points 62-70.
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VIIl. Launch the computation of your results, locate and print them

72. Go to the sheet “Table.”
73. Go to cell A1 and type in it the title of the course. Press Enter. The cell will turn white.
74. In cell A2, type the course’s city, country, start and end dates, WB PO# and schedule code.

75. In cell B4, type the number of participants in the course. (This may not be the same as the
number of test forms, since some participants may not have answered.)

76. In cell B5, type the number of items in the pre-test.

77. In cell H5, type the number of items in the post-test.

& If you get an error message resembling the picture below, the number of items that
you typed is different from the number of items recognized by the system.

Please fix the number of items! x|

If the number wou typed is correct, you are abouk to return WROMNG resulks!

To fix this, please go to the "Post Data" sheet and check that all kews end with ™~
Mokhing {nok even a space) should be tvped after ~

Cancel |

If so, check if the number you typed is correct. If it is correct. Click Cancel. Go to the “Pre Data” or
“Post Data” as asked in the box, and check that all test items have one and only one correct
answer indicated with » at the very end of the correct answer. Add the missing *, delete the extra
A or other characters that followed the #, if any.

Once done, go back to the sheet “Table” and re-enter the correct number of items.

78. Click the Item Analysis macro icon ! from your Toolkit toolbar.

e—

BEE®:E-0RES

< - =]
AN\ b | B [ ¢ | b [ E[]F |6 [ H
Level-2 Evaluation Toolldt - Tabulation Demo Course
Washington, DC, US4, April 26-30, 2004, F012345 and ABCO001-01-001 h

Course Evaluation Resulis
Hureber of participants in the coarse: 47 7
Nureber of iterns in the pre-test: |25

b -

Hurber of iteras in the post-test: 25

79. The following dialog box pops-up. If you entered all test answers of all respondents, click
“Yes.” If you are missing a few forms, but want to get the temporary results, click “Yes.”
Once you get the final forms, you’ll be able to enter them in this file and re-run the macro to
get the final results. However, this macro is not meant to provide the results of only one
participant or only one item, as the statistics provided apply to groups, not individuals.
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warning X

& You are about ko run the ikem analysis, Did wou enter all kest answers of all respondents?

80. The macro will run between one and five minutes, depending on the speed of your computer
and whether you already ran the latest version of the macro before. You may work on
something else while it runs. When the macro finishes to compute the results, the following
dialog box pops-up. It gives you the location of your tabulation file and a new item analysis
file (in the same directory as your tabulation file, with the same name except that “Item
Analysis” was added). Click OK.

Microsoft Excel x|

The item analysis finished successfully! You can find the new ikem analysis file at CiiLevel-2 Evaluation
Toolkithky-Course-L2-Tabulation_Item_Analysis, xls. The tabulation file remained at: C:\Level-2 Evaluation
Toolkith My -Course-L2-Tabulation, xls,

81. The file with the Item analysis results will appear as in the example below.

Al B | C | D | E |Fl G| H[I1 [J][K[IM][] N
|1 Level-2 Evaluation Toolkit - Tabulation Demo Course
2 Washington, DC, USA, April 26-20, 2004, PO12345 and ABCO01-01-001
3 ltem Analysis Summary
|4 | pair | ttem Difficulty index’ Disclri:lin?ﬁnn Distractor® anahysis (all resp. counts) ™ oK

naex -

5 D" | Mo’ rergg?sﬁgg:jns respnar:::lents (all resp.) Key’ a b c d e Total items®
B
T Fre-test: 24 iterms, 44 respondents {ofwhich 42 were matched)
g 1 Pral 40.5% 40.9% 012 d 313 1 18 4 39 oK
9 | 2 | Prez 11.9% 11.4% 0.41 d 3 20 5 4 40 0K
10/ 3 Fre3 9.5% 9.1% n.4a C 1 B 4 21 10 42 QK
11| 4 | Pred 47 B% 45 5%, 014 b £ 20 210 4 42
12| & | Pres 286% 27.3% 01& d 10 3 712 739 oK
13| B | Pre6 47 G% 45 5%, 0.31 a 20 3 1 15 4 43 oK
14| 7 | Pre7? 238% 25.0% 008 a 11 16 1 a 238
15| & Freg 47 6% 45.5% 024 h 2 20 5] 11 2 4 QK
16| 9 Fred A7.1% 56.8% n.04 C 7 o 25 7 2 4 QK
17 | 10 | Preln £4.3% £5.9% 0.26 d 2 4 2 29 340 0K
18| 11 | Prend AT 1% 56.8% 040 d g e o 25 oo3g oK
19| 12 | Pret1z 42 9% 43.2% 0.25 d 13 3 1 19 1 37 oK
20| 13 Prel3 69.0% £5.9% 018 b 4 29 2 3 5 43
21| 14  Preld 3.0% 28.5% 0.40 d 4 1 4 13 20 42 QK
22| 15  Prels 52.4% 52.3% 0.35 b 4 23 4 2 0 42 oK
23| 16 PrelB 286% 27.3% 016 d 1 1 5 12 11 20 0K
24| 17 Prel? £1.9% £1.4% o1& C 4 727 i 2040 oK
ac 19 PratlQ ek el 21 20 22 -1 14 1 [ b 10 A0 Mk
|4 | 4 [» [pI[',Ttem Analysis / Additional Statistics  / | 4]
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82. Print this sheet (typically 3 page long). The first page gives the item analysis of the pre-test.
The second page of the post-test. The last page explains the numbers you see in these
tables. Reviewing these numbers helps to understand the strengths and weaknesses of the
course and of the test that was used to evaluate the course.

83. Click the sheet tab “Additional Statistics.” Results as in the example below will appear.

& B | C D | E F

11| Maiched Respondenis All Respondents

2 Characteristics Pre-test Posi-test Pre-test Posi-test

3 |Mlean Test Score (%% cotrect) 418 506 41.1 0.3

4 |Iledian Test Score (% comect) 40.0 500 400 420

5 |Standard Deviation 155 129 155 18.1

B |Standard Error of Iean 24 20 i3 26

7 |Bkewness Ratio 007 035 0.14 0.3e

8 |Cronbach’s Alpha 067 0.7s 067 075

9 |Measurement Error 20 22 20 90

10 |Mumhber of Respondents 42 42 44 47

11 |Response Rate B6% 86% 0% 06%

12 |Number of ltems 25 25 25 25

13 |Mote: For definition of terms, click:|Definitions
[16]  Total Number of Patticipants| 49]
|17 | Learning Gain 8.8 (in percentage point)

18

Pre-test Post-test Pre-test Post-test
Score Score Score Score Matched

19 Respondents| Maiched Matched All All Gain
| 20 | Respondent 1 450 4=0 450 450 na
121 Respondent 2 2.0 2240 520 24.0 nn
| 22 | Respondent 3 44.0 400 440 400 -4.0
| 23 | Respondent 4 42.0 420 420 42.0 0o
| 24 | Respondent 5 250 360 280 36.0 &0
| 25 | Respondent 6 36.0 240 36.0 240 -120
| 26 | Respondent 7 6.0 A0 560 6.0 a0
| 27 | Respondent 8 400 480 40.0 48.0 20
| 26 | Respondent # 240 400 240 4a0.0 140

] Feagtnnndent 10 AN SN ann Kl 1A
14 [4p W] Ttem Analysis % Additional Statistics ri i

84. You may also print this sheet. It is set up automatically to print only one page. You don’t need
to print the remaining numbers at the bottom of the sheet.

85. To understand these statistics, click “Definitions” in cell B13. The following dialog box may
pop-up. If so, click OK. If not, go to 86.

x

@ Opening http:ffsiteresources . worldbank, org'WEIINT [Resources/Definitions-of -Additional-Statistics-Terms. pdf

Some files can contain viruses or otherwise be harmful ko vour computer,
It is important to be certain that this File is From a trustbworthy: source.,

Would vwou like ko open this file?

Zancel |

86. A one-page long PDF file with definition will open from the web. You may print this file.
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Your tabulation file is still open. Click it. The results as in the example below appear.

A [ B [ ¢ [ b [ E [ F [ ¢ [ H |

Lewvel-2 Fraluation Teolkit - Tabulation Demo Course

Washingten, DC, USA, April 26-30, 2004, P012345 and ABC001-01-001

Course Level-2 Fraluation Resulis |

Mureber of participants in the course: 49 7
Hureber of items in the pre-test: |25

|

Hureber of iterns in the post-test: 25
The learning gain is: 8.8%. It is statistically significant at 95% confidence level.
(For WB only) To comngpare these results with World Bank cowrses evaluated with the sarne method, click: Other course results

Post-Test Scores
of All Respondents

Pre- and Post-Test Scores

of Matched Respondents
100.0% - P

T50%

50.6%

* incorrect
or don't % correct
know 50.3%
4973

FOEY Y T 5 ) ) P [ ) [ U [

50.0% 41.8%
- Dl
0.0% ~
Pre Post

Results of all 44 respondents to the pre-test and of all 47 respondents to the post-test

N X cormect O X incorrect or don't I'.|1

25 | Awerage seore on the pre-test for all respondents 414
26 | Auwerage score on the post-test for all rezpondents A0.3%
27 | Difference between the overall post-test score and the owerall pre-test score for all respondents 9.2
28 Results of the 42 matched respondents™ to the pre- and post-tests

29 | Average seore on the pre-test for all matched respondents 4.8
[4 [« ]» []sTable { Blanksheet 1 £ Blanksheet 2 £ Elanksheet 3/ | 4]

Click the icon E (on the Toolkit toolbar) to see the page break view.

88.

89. Scroll down until you see a blue line across the screen. The line may be full or dotted. This
line indicates where the page breaks when you print your results. To read the results more
easily, we recommend that you set the page breaks, so that the printout won’t cut an item into
two pages. In the example below, the page will break in the middle of item 8.

A [ B [ ¢ [ D F H

109 |d. The latest thinking about what works in education refarm g 18.23% g 19.0
110 e 1dont know. 2 455 H 483

& When you are attempting to build political support For an education reform with an opposing

stakeholder. which of the following are recommended bargaining approaches?

I. Seek to create value For your opponent

II. Focus your efforts primarily on dividing equally the gains
111 |m. Build trust by being willing to structure successive rounds of negotiation
1122 Onlyland 2 45 2 485
113 |b. Only | and 11" 20 45.55 20 4763
114 c. Onlylland 1l G 13.6% 5 1195
11514 &1 4 1 25.0% 1l 262
116 &1 don’t know. 2 455 H 483

9. Which of the following statements are true regarding change in education systems?

I. Education systems typically resist change when the rewards to undertake different actions are }

unpredictable.
117 | ond, proven methods work best because behaviors are often unconscious.
1182 Onlylandll. 7 15,93 7 .75

90. Click on the line and drag it up, just before the beginning of item 8. If dotted, the line will turn
full. (This means that you manually set the page break.)
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A [ B [ ¢ | D E F G H

109 {d. The late=t thinking about what works in education refarm 2 18.2% 2 19,02
110 e | dont kniow. H 455 z 4.8

#_ When you are attempting to build political support for an education reform with an opposing

stakeholder, which of the following are recommended bargaining approaches?

L. Seek to create value for your opponent

II. Focus your efforts primarily on dividing equally the gains
111 {11. Build trust by being willing to structure successive rounds of negotiation
1124 anly 1 and Tz 453 2 183
113 |b. Only 1 and N1~ 20 45.5: 20 47 6%
114 e onlytand E 1365 5 as
115 4. 2 il 2513 1l 2625
116 |« 1 dont know. 2 45 2 4.8

9. Which of the Following statements are true regarding change in education systems?

L. Education systems typically resist change when the rewards to undertake different actions are

unpredictable_
117 |n. 0Old, proven methods work best because behaviors are often unconscious.
118 [a. Only L and . 7 15.9% 7 T

91. Keep scrolling down and setting the page breaks until the end of the document.

[&

92. Click on the Toolkit toolbar to preview the results. If they are fine, print them.

93. Return to the normal view by clicking M (from the print preview screen) or _E
from the Toolkit toolbar.

94. Click the web link in cell E8 “Other course results” to view a chart showing the distribution of
learning gains of courses evaluated with the same method.

4 | B [ ¢ | o | E | F | & | H |
| 1| Level-2 Evaluation Toollkit - Tabulation Demo Course N
2 Washington, DC, USA, April 26-30, 2004, P012345 and ABCO001-01-001
3 Course Level-2 Evaluation Resulis |
EX Mureber of participants in the couse: |49 7
EN Mureber of tterns in the pre-test: |25 h Murber of iterus n the post-test: 25 b
f
| 7 The learning gain is: 3.8%. It is statistically significant at ?5% confidence level.
| 8 |(For WB only) To compare these results with World Bank courses evaluated with the sarae method, click: Other conrse results
9
Em Pre- and Post-Test Scores Post-Test Scores
T 100.0% - of Matched Respondents of All Respondents
12
£ T5.0% % incorrect
ﬁ or don't * correct
|15 | S0.6% know 50.3%
| 16 | 50.0% - 41.8% 49.7%
17
18
19 25.0% -
20
A 0.0% B X cormect O X incorrect or don't k|1
| 22 Pre Post
| 23
24 Results of all 44 respondents to the pre-test and of all 47 respondents to the post-test
25 | Average score on the pre-test for all respondents 411
26 | duerage score on the post-test for all respondents B0.3
2T | Difference between the ouerall post-test score and the ouersll pre-test zcore for all rezpondents Q.2
28 Results of the 42 matched respondents” to the pre- and post-tests
29 | Average seore on the pre-test For all matched respondents e
|44 [p[p[sTable / Blanksheet 1 £ Blankshest 2 / Blank sheet3 / ||
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95. The chart below and the remaining information in the database are only accessible from the
World Bank Intranet. You may print this chart if you wish.

rLearning Gain Distribution
SELECT Offering
Your query returned 108 records

Modify
2 P Gkl

Current Query: Show Offerings

- Statistically Significant |:| Mot Statistically Significant
35

|

E Bookmark

R Pre | RPDst|
.lIIII. .IIIII-

301

] M
o (5]
L M

Number of Offerings
s

104

=50 0-5 510 10-15 15-20 20-25 25-30 30-35 35-40 40-45
Learning gain range (percentage points}

Average 13% Median 13% H = 108 Offerings
Inthe ¥ axis of the distribution graph abowe, each range extends
from the lovwser number to just belovw the higher number. Examples: 0-5 means
"0% ta less than 5%," 5-10 means "5%to less than 10%%" and so on.

96. Congratulations! You have produced the tabulation of the results and the item analysis. If
your course was sponsored by WBI, report the results (both files) to your course team, your
Divisional Evaluation Coordinator, and to WBIEG.

Contact:
If you have any question, please contact the WBI Evaluation Help Desk at Ext.: 36430, or via
e-mail at “WBI Evaluation Help Desk.”



http://web.worldbank.org/WBSITE/EXTERNAL/WBI/0,,contentMDK:20270039~pagePK:209023~piPK:335094~theSitePK:213799,00.html

