
E-School Counselor Quarterly Reports for Contacts 
 
Counselor Contact Screen (by Month) 
To calculate your total counts for each quarter, you will need to first calculate for each month and then add 
the totals (at least until we have a better way to do this!).   
 
The initial search: 

 
 
Once you enter the fields as above (using your own building number), click on SEARCH. 
A list will appear on the screen of all contacts entered that month; to export this to Excel, click on 
“REPORT” and select the radio button that says “Excel”.  Sort and Break Up the entries as shows below 
and click on “RUN.” 
 

 
 TURN OVER TO VIEW ADDITIONAL INSTRUCTIONS 



To Identify Total Count for Each Ethnicity: 
 
Open your Excel document that you saved from the search.  Click in the empty box in the upper left hand 
corner of the spreadsheet to select all of the cells.  Once all cells are highlighted go to the “Data” drop 
down and select “Subtotals.”  A warning box will pop up notifying you that it is not sure which data you 
want to select, click on “OK.”   
 

 
 

Once you click “OK”, a new box will pop up asking how you want to sort, complete that box as shown 
below and click on “OK” again. 
 

 
 
You should now see a series of breaks between each ethnicity with a subtotal for each as well as a grand 
total.   
 
 
 
 

TURN TO NEXT PAGE FOR ADDITIONAL INSTRUCTIONS 



To Identify Total Count by Each Contact Type: 
 
After completing the count by ethnicity, go to the Edit drop down menu and click on “Undo.”  Now, go 
back to the “Data” drop down and click on “Subtotal” again.   This time, use the fields as shown below to 
get subtotals.  When you click okay, it will now give you a subtotal break after each set of Contact Types.  
This will allow you to get your total counts for Academic, Career, Personal/Social, and Crisis Intervention. 
 

 
 


