Protocol for Summarizing ABC Data in the Excel Base 

ABC Data template.xls
This ABC data template is to be used in conjunction with the ABC data sheets (School, Home and Student).

Prior to entering the ABC data:
Before you enter any data into the ABC data template, take the ABC data sheets with the raw data on them and highlight the questions you need for information you need to summarize the data (e.g. date, time, location, behavior, what caused the behavior, with whom did the behavior occur, and what happened after the behavior.) See chart below for specific information needed and where the information can be found on the ABC data sheet.
Also, I have found it easier to enter the data section by section rather than entering in ALL data from one incident into each of the sections.  That way you can create the graphs as you go.  You can enter the data the other way by entering in ALL of the data from one ABC data sheet into each of the ten sections and then move on to the next ABC data sheet.  I have found it easier to use the former way, rather than the latter.
1. To begin, find the excel document saved to your computer (provided by EdPro Development) entitled 
ABC data template.xls If this is in your email as I sent it to you, locate the email and open the
ABC data template.xls and then “Save” it onto your computer in a location that you will know where to find it when you need it.
2. Once you have saved the ABC data template.xls onto your computer, immediately right click on “File” located at the top left hand corner of your screen.  Scroll down and left click on “Save As” and save the file again specifically to the student for whom you are entering the data (e.g. Sam ABC data .xls.).  Do not enter data into ABC data template.xls without saving it as another document.  As this is a TEMPLATE, you want to keep the original the way it is so you can use it for subsequent students for whom you provide supports. 
3. Once you have saved the template for a specific student’s data, open the file and begin the process of entering the data. Notice at the bottom that there is a worksheet entitled “Raw data” and one labeled “Sheet” (which is blank).  You will ALWAYS enter data in to the worksheet entitled “Raw data.”   To ensure that you are in the correct worksheet, select the “Raw data” worksheet by clicking on it.
4. In the “Raw data” worksheet there are ten separate “sections” for which you can enter and summarize the ABC data (1) Date/Week of, (2) Time, (3) Location, (4) Fast Triggers, (5) Expectations, (6) Subject, (7) Consequences, (8) Motivation/Perceived Function, (9) Frequency and (10) Duration.  Summarize the ABC data you have for all of the sections.  You do not have to use the frequency and duration sections unless you want to show that data to teams.  Frequency data will be seen in summarizing other sections, so that is not completely necessary.  Duration data is important if the behavior of concern is a problem due to how long it lasts (e.g. tantrum- may last 20 minutes).  As the team intervenes on behalf of a student, the frequency of the behavior may not change, but the duration may decrease.  That is progress you want to show if and where applicable.  If a behavior is brief most occurrences, this may not be data you will need. 
5. Under the section labeled “Date”, enter each of the dates the problem behaviors have occurred in Column A. In Columns B-D, enter the specific behavior(s) identified by the team. Again, if there are only two behaviors of concern, delete the column labeled “Behavior 3” as this is unnecessary and will mess up the graphs when you try to create them. When you are entering the data from the ABC data sheets, in each of the separate sections, change the behavior from Behavior 1, Behavior 2, and Behavior 3 with the behaviors of concerns that have been identified by the tertiary support team.  To change the Behavior 1-3 to specific behaviors, simply click on the box with Behavior 1 in it and type in the behavior of concern (e.g. physical aggression).  Repeat in each section such that each section has the specific behaviors of concern noted in each of the boxes previously labeled, Behavior 1, Behavior 2, and Behavior 3.  If there are less than three problem behaviors for the student, ensure that when you complete each section and are entering the data, delete the unnecessary columns by “left clicking” on the box/column you want to delete. Once the box is selected, then “right click” on it and a drop down menu will appear.  Scroll down to “Delete” and “left click” on it.  A box will appear.  Place a dot in next to the item that reads, “delete entire column.”  Repeat this for any unnecessary columns as needed. Under columns B-D, enter the number of behaviors that occurred corresponding to the date in which it occurred. See below.
	1. Date
	Refusal
	Aggression
	Out of seat

	10/23/2007
	5
	1
	4

	10/24/2007
	8
	0
	3

	10/26/2007
	4
	2
	6


For subsequent sections, enter numbers under each of the problem behaviors that correspond to the item in the rows to the left.  In sections #4 and #5, you will have to enter in the fast triggers (from the ABC data sheets) and the expectations, as in the template, these are not listed.  There is a prompt within the template to remind you to type these in, as they will be very specific to what the ABC data shows.
	6. Subject
	Refusal
	Aggression
	Out of seat

	Spelling
	3
	2
	3

	Reading
	
	5
	

	Writing
	2
	1
	

	Math
	
	7
	8

	Science
	1
	
	4

	Social St.
	
	
	3

	Art
	
	
	


Creating the graphs for all sections:

1. Once you have entered the data for each section, you are ready to create the graph.  Left click on the box that indicates which section for which you are creating the graph (e.g. Date). Holding down the “left click” and highlight all of the data in the section such that a box is created around the data.  
2. Let go of the “left click” and go up to the top of the screen where you will see an icon entitled “Chart Wizard”.  It looks like a bar graph. “Left click” on the Chart Wizard.” This opens a box that says “Steps 1-4” You can select the type of graph you want to create in this box.  Typically for this data you will use a column graph, which is the default.  When you have time, play around with creating other types of graphs, as you can visually display this data in many ways.  I am just used to using the column graph.  
3. Click on the box labeled “Next” and you will see a button labeled “Step 2 of 4”.  Click on either “Rows” or “Columns” and it will show you how your data will be displayed.  Typically, you will check “Columns” This means that the data will either be displayed by columns (your three problem behaviors) or rows (the dates are listed in rows). All of your graphs for ABC data will be summarized most effectively by “Columns” as you want to see, for the three behaviors (which are the columns that make up the sections) times, locations, fast triggers). Most of the time, you will not need to even touch the tab labeled “series”. 
4. At the bottom of that box, click on the button labeled “next” The next box is “Step 3 of 4”. Locate the empty box labeled “chart title” Enter a title that makes sense for the data you are summarizing and that will give the people looking at the data, an idea of what it is (e.g. John’s Behaviors by Date or Problem Behaviors by Time). 
6. Beneath that is an empty box for the “Category: X axis.”  This is the data located along the bottom of the graph and that you are summarizing by  (e.g. dates, times, location, motivation, fast triggers).  Whatever is on the bottom part of the graph, click inside the empty box and enter that into the empty box labeled “Category: X axis”.  
7. Below that is an empty box labeled “Value: Y axis” Click on that and enter “Number of incidences” (*this will be what you use for all Y axis when summarizing ABC data). 
8. At the bottom of the box, click on the button labeled “next”.  Now you are in the box labeled “Step 4 of 4”.  This is where you select the location of the graph you just created.  The default is “object in”, which means that it will insert the graph onto the “Raw data” worksheet.  If you do this for all the graphs you create, you will not be able to see the raw data.  I much prefer clicking on the button labeled “as new sheet.”  That gives the graph its own sheet in the workbook and is less scattered. 
9.
To finish, click on the button labeled “Finish”.  This will take you to the new sheet with the graph you just created.  At the bottom of the page, notice that the worksheet will say “Chart1” or “Chart”.  You can rename the chart (I recommend this for organizational purposes) by “right clicking” on the tab labeled “chart” and scroll down to “Rename” This will highlight the text labeled “chart”.  Type in what you want the graph to be called (e.g.  Date, Time, ).  You only have room for one or two words here, so identify it by category.
If the inappropriate behavior(s) are not already identified:  
If you can, look at the number of behaviors you have which are topographically similar. Are these the same behavior?  It may be helpful to organize the data sheets by behavior, even if folks collecting the data are calling the behaviors different things, you can still pull like behaviors together.  The ABC data sheets can help you determine which behavior(s) on which to focus.  For instance the student may engage in several different behaviors. You identify that he/she engages in spitting (10 incidences), and aggression (8 incidences), out of seat (4), and cussing (2), you will want to prioritize the aggression and the spitting as they occur more frequently.  In addition to the frequency of behaviors, when you look to prioritize behaviors, you will want to prioritize those behaviors that can cause harm to the student, others, or property first, or behaviors which can get the student removed and placed in a more restrictive placement.  If no behaviors fall into that category of urgency, then you should target the behaviors which occur most frequently. Also, you will want to prioritize no more than three different behaviors (if the student engages in a variety of behaviors).  It may become too overwhelming to do more than that.  If the problem behaviors have not yet been identified, summarizing them and creating a graph, will allow the team/teacher to make decisions about which behaviors may be more of a priority.

If the behaviors are already identified: 
For each summary item in the ABC data template, there is space to identify three behaviors of concern.  These are noted in the ABC data template as Behavior 1, Behavior 2, and Behavior 3.  When you are entering the data from the ABC data sheets, in each of the separate sections, change the behavior from Behavior 1, Behavior 2, and Behavior 3 with the behaviors of concerns that have been identified by the tertiary support team.  To change the Behavior 1-3 to specific behaviors, simply click on the box with Behavior 1 in it and type in the behavior of concern (e.g. physical aggression).  Repeat in each section such that each section has the specific behaviors of concern noted in each of the boxes previously labeled, Behavior 1, Behavior 2, and Behavior 3.  If there are less than three problem behaviors for the student, ensure that when you complete each section and are entering the data, delete the unnecessary columns by “left clicking” on the box/column you want to delete. Once the box is selected, then “right click” on it and a drop down menu will appear.  Scroll down to “Delete” and “left click” on it.  A box will appear.  Place a dot in next to the item that reads, “delete entire column.”  Repeat this for any unnecessary columns as needed. 
Summarize ABC data in terms of looking at the following items on the ABC data sheets
	Summary item for ABC data template
	Questions/items on the ABC data sheet which will give the specific information needed to enter data into ABC data template

	DATE/WEEK OF
You can insert the actual date or insert “week of” if you are summarizing a lot of data
	Date 
( top left hand corner of the ABC data sheet)

	TIME
	Time 
( top right hand corner of the ABC data sheet)

	LOCATION
	Location of occurrence 
(top left hand corner of the ABC data sheet)

	BEHAVIOR
(1) What did the student SAY? (2) What did the student DO?
	What was the behavior problem?
 (at the top of the ABC data sheet)


	Summary item for ABC data template
	Questions/items on the ABC data sheet which will give the specific information needed to enter data into ABC data template

	FAST TRIGGER
Look for patterns under any of the questions listed here in the right-hand column.  You do not need to summarize each question listed for fast triggers.  If the time comes and the team cannot get a handle on the fast trigger and what causes the problem behavior to occur, you may need to summarize data by each of the questions, however, right now, identify the fast trigger for each incident by looking at all of the questions; identify the fast trigger and enter that into the ABC data template.
	In the section “Prior to the Behavior” look for what caused the behavior” The following questions which will help you identify the fast triggers are:  (1) What was I (the teacher) doing? ​​​​​​​​(2) What was I saying?

(3) What was I teaching?  (4)How was I teaching it? 

(5) Who was in the room? (6) Who was in close proximity to the student? AND what was he/she doing?  ​(7) What were other peers doing (PRIOR TO behavior)? 

.

	EXPECTATIONS


	Under the section, “Prior to the Behavior”  (located under the section “What is the problem”) (1) “What were the expectations?  (2) AND have you seen the student reliably perform those expectations? (describe)

	SUBJECT

	In the section, “Prior to the Behavior” (located under the section “What is the problem”) (1) What was I teaching?” On the ABC data sheet, there is no specific place to note the subject, however, you can glean this from looking at what was being taught.



	CONSEQUENCES

Look for patterns under any of the questions listed here in the right-hand column.  You do not need to summarize each question listed for consequence.  If the time comes and the team cannot get a handle on the consequences that are maintaining the behavior you may need to summarize data by each of the questions, however, right now, identify the consequence for the purposes of entering the data for each incident by looking at all of the questions; identify the consequence(s) for each incident and enter that into the ABC data template.
	In the section “After the Behavior”, look at the questions: (1) What did I (the teacher) DO? 2) What did I (the teacher) SAY? (3) Did I move?  If so, closer or away from the student? (4) What did peers DO?  What did peers SAY? (5) Did they move?  If so, closer or away from the student?  (6) What did other adults/educational assistants DO? (7) What did other adults/educational assistants SAY? (8) Did they move? If so, closer or away from the student.

	MOTIVATION
These are all generic functions, however it will give you a starting off spot when you review this summarized data with the teams.  Note: Once you are reviewing the ABC data summary graphs with the team, you want to make sure that you take it a step further and ask, for what and why? (e.g. if attention from peers is the identified motivation/perceived function, make sure you discuss with the team to determine for what and why.
	In the section, “Perceived Function/Motivation” for this incident located at the bottom of the ABC data sheet.  What is Maintaining the Behavior/What did the student get/avoid by engaging in the behavior?




Printing and preparing ABC data graphs for team meetings (helpful hints)
Rarely do I print from Excel.  It limits you to what you can do and I think you can waste paper printing one graph per page.  To avoid this, copy the graph from excel by “right clicking” on the graph, and do one of two things; go up to the Edit tool bar and scroll down to “copy” or simply click on the control Ctrl+C (that is much easier).  Open up a Word document and then paste it into the Word document by doing one of two things; go up to the Edit tool bar and scroll down to “Paste” or simply click on the control Ctrl+V (that is much easier).  Once the graph is on the page, select the graph by clicking on it, then “Right click” on the graph to see a pull down menu.  Scroll down to 
“Format picture”.  Click on the tab labeled “Layout” and then click on “behind text.  Click “Ok”.  This allows you to move the graph anywhere on the page and it allows you to reshape it with ease. You simply click on the graph and then use your right, left, up and down arrows to move it, or click on it and use your mouse to move it around.  When you reshape the graph to make it bigger or smaller, pull ONLY from the corners.  If you pull or push the graph to reshape it from the sides, you will distort the graph.  Reshaping it by pushing in or pulling out from the corners keeps the graph intact while you enlarge it or make it smaller.  You can also choose to put lines around the graph (this helps if you put two-four graphs on a page so that you can make them as uniformly similar as possible. I usually put two-four graphs on a page depending on the team members.  Make sure the graphs can be easily seen by all team members.
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