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NATSAP Research and Evaluation Network 


Instructions for Using the ASEBA Scoring Spreadsheet
Participants in NATSAP’s multi-site outcome study use CarePaths as a way to administer the ASEBA Child Behavior Checklist and Youth Self Report. This spreadsheet provides a way to score the ASEBA Child Behavior Checklist and Youth Self Report when scores are downloaded from the CarePaths site.

Microsoft Excel is the program we used. The advantage of using Excel is 1) CarePaths downloads into Excel files and 2) Excel is widely used and so it is likely that most users will have some familiarity with basic Excel operations (or have access to someone who does). The disadvantage of using Excel for this purpose is that it is easy to “mess up” the scoring workbook. The user just has to insert a column, change a formula in a cell, or change the name of a worksheet and the file will stop working (or worse, it will look like it is working but will be calculating scores incorrectly!). For this reason, even if you are very familiar with Excel, it is very important that you read and follow these directions carefully. These instructions will include warnings identifying what to do and not to do to ensure the integrity of the workbook. These instructions go into considerable (excessive?) detail about how to use this workbook, so don’t let the length of these instructions worry you. This is actually a pretty easy process once you’ve done it once or twice, and it should only take you a few minutes to score the ASEBA data you download from CarePaths.

I. The first step involves downloading your data from CarePaths. If you have downloaded data from CarePaths before, these steps will be somewhat different than the ones you have used.

a. Log into your program’s research site at “staff login”

b. Access Data Export Page:

i. Access System Administration page by clicking  on “System Administration” from “Go >>” drop down menu at the top left of any screen

ii. Click on “Data Exports”
c. Select the form you would like to download. Both the CBCL and the YSR are split into two halves (part I and part II), and you will need to download both halves. For example, if you want to score CBCLs you will download “ASEBA Child Behavior Checklist for Ages 6-11 Part I”, and then after you’re done with that, you’ll do the same thing for “ASEBA Child Behavior Checklist for Ages 6-11 Part II”. If you’re downloading Youth Self Reports, you’ll do the same thing - download part I first and then part II.

d. Select starting and ending dates for the time period for which you would like to export data. In most cases, the first time you download data, you probably will want to download all the CBCL’s and YSR’s that have been done on your account, so the dates you enter will need to encompass all of those. For example, if we started collecting data in October, 2007 I will put in a date earlier than October 2007 (say 9/16/07) for the start date and today’s date for the end date. Once you have done the first download, if people are regularly completing forms for you, you will probably want to download routinely, so you’d put in, for example, last week’s dates. (Unfortunately, neither this workbook nor the CarePaths website will keep track of whether you’ve downloaded a particular test, so duplicating your downloads will be easy to do. If that’s a problem, you’ll want to figure out how to address it.)

e. Click on the “Include Questions” box.

f. Next, you will select which questions to download by clicking on them in the “Available” column and moving them to the “Selected” column. It is critical that the questions you select correspond exactly to the columns in the scoring workbook – if they don’t, it will mess everything up. The items to select are (slightly) different for the CBCL and the YSR, so here are instructions specific to each one.

Warning – this next part is really easy to mess up: The questions you select must match up with the columns in the scoring workbook, so it is very important that you select all of the fields, as instructed in the following sections. In addition, on that screen, if you accidentally click on one of the boxes with arrows pointing up or down, it will change the order of the items in your download. So, if you do click on one of those arrows, back out of the Data Export screen and then re-enter it by clicking on Data Exports.

For the CBCL:

· For part I, from the “Available” column, select the Service Date field, then hold down your control button and select the UserID, Date of Birth, (scroll down a little), Gender, MR#, Collateral ID, and Collateral Relationship fields. (Holding the control button while selecting these fields will allow you to select them without selecting the fields in between.) Click on the arrow pointing to the right to move those fields into the “Selected” column. (You should now have six fields in the “Selected” column: Service Date, UserID, Date of Birth, Gender, MR#, Collateral ID, and Collateral Relationships)

· Next, you want to select all of the CBCL Part 1 questions from the “Available” Column by clicking on item 1, scrolling scroll down to the bottom, holding down the Shift button, and selecting the last question, which is question h. (The Shift button allows you to select all of the item between the first and last one you click on.) Click on the arrow pointing to the right to move those fields into the “Selected” column. This will put all of the questions into the “Selected” column under the six fields you already moved there.

· Click on the “Get Report” button. When the dialogue box appears asking whether you want to open or save, answer “open”. (You will need to note the name of the file created by this download since Part I and Part II will look the same once they’re both downloaded).

· Next, for part II, on the Dta Export page, from the “Available” column select the same 6 information fields by using the control button: Service Date, UserID, Date of Birth, Gender, MR#, Collateral ID, and Collateral Relationship and move them to the “Selected” column by clicking on the arrow pointing right.

· Then, you need to select and move all the questions from #57 to #112 (not 113. Question 112 is not the last item in the “Available” column, just so you know).

· Finally, at the end of the “Available” column there are six fields named “Problem”, “Rating of Problem”, “Problem”, “Rating of Problem, “Problem” and “Rating of Problem” (repetitive, I know). These six fields comprise question 113 a, b and c. Select all three “Rating of Problem” items and move them over into the “Selected” column. (The “Problem” fields (which contain text) do not download cleanly and cause scoring problems as a result. So don’t download them!)

· Click on the “Get Report” button, and open the file, noting its name so you can differentiate it from the file for Part I.

For the YSR: 
· For part I, from the “Available” column, select the Service Date field, then hold down your control button and select the UserID, Date of Birth, (scroll down a little), Gender, and MR#, fields. (Holding the control button while selecting these fields will allow you to select them without selecting the fields in between.) Click on the arrow pointing to the right to move those fields into the “Selected” Column. At this point you will have four fields in the “Selected” column: Service Date, UserID, Date of Birth, and Gender. (In contrast to downloading the CBCL items, you do not need the Collateral name or the Collateral Relationship because YSR’s are not completed by collaterals, aka parents.) 

· Next, you want to select all of the YSR Part I questions from the “Available” Column by clicking on item 1, scrolling scroll down to the bottom, holding down the Shift button, and selecting the last question, which is question g. (The Shift button allows you to select all of the item between the first and last one you click on.) Click on the arrow pointing to the right to move those fields into the “Selected” column.

· Click on the “Get Report” button. When the dialogue box appears asking whether you want to open or save, answer “open”. (You will need to note the name of the file created by this download since Part I and Part II will look the same once they’re both downloaded).

· Next, for part II, from the “Available” column select the same 4 information fields by using the control button: Service Date, UserID, Date of Birth, Gender, MR# and move them to the “Selected” column by clicking on the arrow pointing right.

· Then, you need to select and move all the questions. These range from #57 to #112 (in contrast to the CBCL part II, in this case, #112 is the last question).

· Click on the “Get Report” button, and open the file, noting its name so you can differentiate it from the file for Part I.

II. The next step involves moving the data you just downloaded into the scoring workbook.

a. First, open the workbook. 

Note: Enabling Macros on Excel 

This workbook contains macros that are used to score the tests. In order to use them your macro security needs to be set to allow for Macros to operate. How you do this will depend on the version of Excel you are using. To change your macro security on some versions go to Tools on the menu bar and then down to Macros (you may have to hit the double-down arrows to do so). Select Security and set it to Medium or Low. In newer versions you may need to access the “Excel Trust Center.” To find the Trust Center, click on the following options in order: “Windows icon” in upper left of Excel screen, then “Excel Options,” then “Trust Center, and then “Trust Center Options,” then “Enable Macros.” In order for these changes to take effect, you will probably have to close Excel and open it again.

b. Notice at the bottom of the screen a number of different tabs. These are all called worksheets, and a workbook can contain a number of different worksheets. To navigate between worksheets you simply click on the tab you want. The first 4 tabs are the destination worksheets for the data you just downloaded from CarePaths. They are:

· CBCL exp 1 – for part I of the CBCL

· CBCL exp 2 – for part II of the CBCL

· YSR exp 1 – for part I of the YSR

· YSR exp 2 - for part II of the YSR

Instructions will be given to copy CBCL data into the workbook; the same instructions apply to copying YSR data:

c. Go to the “CBCL exp 1” worksheet. The first row contains headers, and the second contains test data. You need to delete any data in that worksheet (from the last time you downloaded data), leaving the first row, with the column labels (e.g., “Service Date,” USERid,” Etc.) as is. To do so, select all of the rows containing data and hit the delete button on your keyboard. (You can select rows by clicking on the row heading, for example, the “2” that is to the left of cell A2). Now, do the same thing for the “CBCL exp 2” worksheet. 

d. Next, copy the data from the CarePaths’ export into the appropriate worksheets in the ASEBA scoring program. First, go to the workbook containing the CarePaths data for CBCL part I. Select all of the rows containing data. You want to select entire rows by clicking on the row headers for every row that contains data. Copy that (control-c, or right click and select copy, or go to Edit on the menu bar and click copy, or click on the copy icon on your tool bar), then go back to the ASEBA scoring workbook, to the “CBCL exp 1” worksheet. Select cell A3 and paste (control-v, right click-paste, Edit on menu bar or icon on the tool bar). Do the same exact thing for the second part of the data, pasting it into the “CBCL exp 2” worksheet.

e. Now you need to check to make sure what you downloaded from CarePaths matches up with the columns in the CBCL exp 1 and CBCL exp 2 worksheets. It should be easy to see date-looking numbers under “Service Date” (formatted as yyyymmdd), ID information under “UserID”, dates in the Birthdate column, “m” or “f” in the gender column, collateral ID’s in the Collateral ID column, and some kind of relationship in the “Collateral Relationship” column. (Remember that for the YSR exp 1 and 2 worksheets, you won’t have columns for Collateral ID or Collateral Relationship because you didn’t download them.) The next columns are for item responses, which range from 0 to 2. The CBCL Exp 1 spreadsheet ends at item 56h, and you should not have any data beyond the column with that question. (The YSR Exp 1 worksheet ends with question 56g.) The CBCL Exp 2 worksheet ends with item 13c (question 112 for the YSR Exp 2 worksheet), and again, you should not have any data beyond the column for that item. (Since items 13a-c are optional for your users, cells in the columns for those items are often blank – as long as you don’t have data extending beyond those columns, and as long as everything else looks good, your download was properly done.)

III. Now you can score your data and graph your scores.

a. To score CBCLs, hit CTRL-Shift-C. To score YSRs hit CTRL-Shift-Y. These keystrokes run macros that copy data from the export worksheets (“CBCL exp 1”, “CBCL exp 2”, “YSR exp 1” and “YSR exp 2”) into the “CBCL Scoring” or “YSR Scoring” worksheets, where it is scored. T-scores for all the CBCL scales begin in column ER of the “CBCL Scoring” worksheet and those for the YRS scales begin in column EL of the “YSR Scoring” worksheet. Also, column FK in the “CBCL scoring” worksheet and column FD in the “YSR scoring” worksheet contains the form-completion date, and you may want this date if you are storing your data.

Note: The scoring macros check to make sure the number of records in the export worksheets are equal, and that they match. If they do not match, the macro will end and you’ll need to fix the problem. It’s much easier to find the problem if you’re downloading fewer records (say, 30 vs 200), so that’s an argument for downloading your data frequently in small batches.
b. To graph a CBCL, hit CTRL-Shift-G, and to graph an YSR hit CTRL-Shift-H. You will be asked for the row number containing the scores you want graphed. So, for example, let’s say you want a graph of Suzie’s CBCL rated by her mother and those scores are in row 16, you simply type in 16 and hit the “ok” button. At that point, the macro will copy that information into the “CBCL Graphs” or the “YSR Graphs” worksheet, and produce 3 graphs: one for the syndrome scales, one for the DSM-IV scales, and one for the aggregate (Internalizing, Externalizing and Total) scales.

c. In addition to graphing the Syndrome, DSM-IV and aggregate scores, the graphing macros also create tables with item responses. These tables are located on the “CBCL Graphs” or “YSR Graphs” worksheet. To print any of the graphs, click on the graph and hit the print button. To print the table with the item scores, click on any cell on the worksheet (thereby un-selecting the graphs) and hit the print button. The graphs print on 8½ x 11 paper; the table prints on 8½ x 14 paper.

IV. I recommend that you do not store your scored ASEBA data in the scoring worksheet simply because when a workbook has macros and complicated formulas, the potential for data corruption is a lot higher. (We can always send you a fresh copy of the scoring workbook, but it won’t have any of your data.) I recommend that you create a new workbook and that after you are done scoring your data and printing your graphs, you copy those records into that workbook. However, if you just simply cut (or copy) and paste into your storage workbook, your T-scores will not calculate correctly (because of how the formulas are written). Instead, you need to “paste special – values”. Here are instructions for doing this:

IMPORTANT: do not ever cut or delete row 2 “test” from the YSR Scoring or CBCL Scoring sheets.  These rows are highlighted in red need to stay as they are, as they contain the macros, or formulas, that do the calculations.

a. Select the data you want to copy into your storage workbook.

b. Cut or copy it (if you cut it, it will take it out of the scoring workbook which will keep that that workbook cleaner).

c. Select the cell in the storage worksheet where you want to paste your data.

d. Right click, chose Paste Special and then “values”.

This pastes the values that were calculated in the scoring workbook rather than the formulas used to calculate them (which won’t work in another workbook).  

I hope these instructions are clear enough and that they enable you to use the scoring workbook effectively. If there are problems with the workbook (if the macros don’t work, or something isn’t scoring correctly) please get in touch with Mike Gass @ mgass@unh.edu or (603) 862-2024.
A note of thanks and appreciation: The scoring spreadsheet and these directions were carefully constructed by Pam McCollam formerly of New Haven RTC.  She did it as a volunteer and member of the NATSAP Standing Research Committee.  






� The Carepaths downloads store the completion dates as yyyymmdd (for example 20071112). Excel does not recognize that as a date. This is an issue because to score CBCL you need the age of the student, which you obtain by subtracting their birthday from the completion date. So I needed to convert the CarePath’s date into a date Excel would read, which involved creating a new column for the date. That column had to be at the far end of the spreadsheet so it would be out of the way when macros are run.
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