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Getting Started 

Rationale: 
The Big-5 Generator was developed to assist schools in organizing Office 
Discipline Referral (ODR) data, making it easier to track progress, identify 
challenges, and develop school-wide interventions to address these challenges. 

Using the Big-5 Generator 

The Big-5 Generator summarizes the “who, what, when, where, and how often” 
of your school’s discipline data. This information is vital for effectively intervening 
at the school wide level. 

Step 1: School Set Up 

The first step in using the Big-5 Generator is to complete the “School Set-Up” 
page. The information on this page is critical for the graphs to function properly.  

 
 

 To navigate to the “School Set-Up” page, click on the “School Set-Up” tab.  
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 Enter school name (this will cause your school’s name to appear on the 

graphs). 

 Enter the year. This can be the year that corresponds to the selected 
month, or school year (2013/2014). The year selected will appear in the 
title of the graphs. 

 The Big-5 Generator is designed so that a full year’s worth of data can be 
stored in the spreadsheet. However, you must set it to graph the desired 
month 

 To set the spreadsheet to graph the data belonging to a given month, enter 
that month on the school set up page using the drop down menu (see 
arrow above). The spreadsheet will only graph for a month for which data 
has been entered. 

 Enter the September enrollment for the current school year.  

 Optional: If you would like to compare triangle data over time, you will also 
need to enter enrollment data for the years for which you have data 
available. 
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Step 2: Per Day/ Per Month 

This graph tells you how often problem behaviors are occurring. The “Per Day/ Per 
Month” table and graphs will provide you with information on the daily rate of 
office referrals, allowing you to compare months in which school is in session for 
students for different numbers of days. 
 

 
 

 To go to the Per Day Per Month data entry and graph page, click on the per 
day per month tab 
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 Enter the number of days that school was in session for students for each 
month under the column marked “Days of Student Attendance.” 

 Enter the number of major office discipline referrals (ODR’s) for each 
month in the column marked “Major referrals for that month.” 

 If you have data for multiple years, you can track changes over time by 
completing the table for those years.  

 

 
 The graph for multiple years over time will appear to the right of this table. 
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 A graph for the current school year to date will appear underneath the 
multi-year graph. 

 Both of these graphs can be selected, copied, and pasted into PowerPoint 
or other documents that you wish to share with stakeholders. 

 “Save.” 
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Step 3: Behavior  

This graph allows you to chart what are your most frequent problem behaviors. 
For consistency, the behavior categories are those used by School Wide 
Information Systems (SWIS).  

 

 
 To navigate to the “Behavior Data Entry” page, click on the “Behavior” tab.  

 

 
 

 On this page, in the cells under the column for the desired month, type in 
the number of ODR’s received in that particular behavior category. 
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 Two graphs will appear to the right of this table. The top graph will show 
the trends by months for the current school year (cumulative to date).  

 The bottom graph will chart data for the month that was entered on the 
“School Set-Up” page.  

 If the bottom graph does not chart the desired month, go to the “school 
set up” page and change the name of the month to the desired month. 

 “Save.” 
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Step 4: Location 

This worksheet creates graphs that chart where problem behaviors are occurring. 
 

 
 

 To navigate to the behavior by location data entry page, click the 
“Location” tab. 

 

 
 

 On the “Location Data Entry” page, enter the number of office referrals for 
each location in the column for the desired month. 
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 There will be two graphs that appear to the right of this table. The top 
graph is the cumulative graph for the school year, and the bottom graph is 
the graph for the current month only. 

 If the bottom graph does not chart the desired month, go to the “school 
set up” page and change the name of the month to the desired month. 

 “Save.” 
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Step 5: Time of Day 

This graph allows you to chart when students are behaving inappropriately.  
 

 
 

 To navigate to the behavior by time of day data entry page, click the “Time” 
tab.  

 

 
 

 On the “Time” data entry page, type in the number of office referrals by 
time of day for the given month, to the nearest 15 minutes. 
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 Graphs will appear to the right. The top graph will graph accumulated 
referrals by time of day to date. 

 The bottom graph will chart ODR’s for the specific month designated on the 
school set up page. 

 If the bottom graph does not chart the desired month, go to the “school 
set up” page and change the name of the month to the desired month. 

 “Save.” 
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Step 6: Triangle Graph 

The triangle graph charts the percentage of students with 2-5 ODR’s and the 6 or 
more ODR’s. This graph is cumulative for the year, so the comparison to the 
“SWIS National Averages” are only valid once the school year has ended. 
However, the process of identifying students with 2-5 ODR’s and 6 or more ODR’s 
can help you to catch students who qualify for Tier II and Tier III interventions 
early. Therefore, this graph should be updated monthly.  
 
The final graph of the year allows you to monitor annual outcomes for students 
and to progress monitory your SW-PBS systems for your school. 

 
 

 To navigate to the triangle graph data entry page, click on the “Triangle 
Graph” tab. 

 

 
 

 Using the drop down menu on step 1, choose the option closest to your 
school configuration. This sets the National Comparison triangle to the 
SWIS National Data Norms established the previous year for that particular 
school configuration.  
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 In step 2, enter the year to date number of students who have 2-5 ODR’s 

and 6 or more ODR’s.  

 The generator will produce 2 graphs. The first is a triangle showing your 
school’s data to the right of the National Comparison for your school’s 
grade configuration. 
 

 
 
 
 
 
 

National Comparison 
Grades k-6 

My School 
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 If you have the data available, you may enter the number of students with 
2-5 ODRs and 6+ ODRs for past years. This will give you a graph showing 
long term trends. 

 
 

 
 

 This graph depicts long term trends for up to the last five years. 

 Graphs on this page can be selected, copied and pasted into other office 
documents to share with stakeholders. 

 If you want to print from this page, click anywhere off of the graphs and 
print as you normally would. Only the graphs will print. 

 “Save.” 
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Step 7: Printing Graphs and Saving as PDF 

All 5 of the Big-5 Graphs are now on the printing pages. The “Print monthly” tab 
will take you to a page that has each of the Big-5 graphs for the month entered in 
the drop down menu of the school set up page. The “Print Cumulative” tab will 
take you to a page that contains each of the Big-5 graphs for the year to date as 
well as the “triangle over time.” 
 

 
 

 To navigate to either of the print pages, click on the tab for the “Print 
Monthly” or “Print Cumulative.”  

 
 

 The print pages are protected. This makes it easier to print all graphs from 
this page.  If you wish to select copy and paste a graph, you must go to the 
data entry page for the desired graph.  

 To print, print as you normally would print from Word or Excel. 
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Creating a PDF in Office 2007 and 2010 

To create a PDF, you may do one of two things: 

 Go to the button  (2007) or “File” (2010) menu. 
 

 
 

 Click on “Save As” 
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 Name the document and designate the folder in which you want to save it. 

 In “Save as Type”, click the down arrow, and indicate that you want to save 
it as a PDF. 

 
 
Or… 

 Go to the button  (2007) or “File” (2010) menu. 
 

 

Step 2: Click PDF 

Step 1: Click down 
arrow on “Save as 
Type” menu 
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 Click on “Save and Send” 
 

 
 

 Click “Create PDF.” 

 You will be asked a second time to click “Create PDF.” 
 

 
 

 Name the file and indicate the file where you want to save it. 
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Per Day Generator 

The per day generator automatically calculates the median, 25th percentile and 
75th percentile for a school with your enrollment, allowing you to compare it to 
your per day data. 
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Troubleshooting Guide 

This guide is intended to address common problems associated with the different 
versions of Excel used throughout the state. 
 

Wrong month appears on the graph title and data for the wrong month is 
charted 

Click the  “School Set Up” tab. Choose the desired month from the drop down 
menu for “Month.” This will cause the graphs to reflect data from the desired 
month. 
 

You click in a cell, and receive an error message, or another blank cell is 
“selected.” 

The Big-5 Generator has been protected to prevent users from inadvertently 
deleting a formula that generates the graph. You may only click on or enter data 
into yellow cells. 
 
You cannot select, copy, or paste a graph from the Print pages 
The Print pages (cumulative and monthly) are protected to make printing easier. 
You may select, copy and paste graphs on the data entry pages. 
 

Other 

If you encounter a problem that is not addressed in this User’s Manual, you may 
contact your SW-PBS consultant, or call Gordon Way at 816-235-5656. 
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Appendix A: Big-5 Tally Sheets 

The big 5 tally sheets that follow can be used to track ODRs as they are received and processed by the school administrator. 
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Per Day Data 2013-2014 
 # Days School 

was in Session 
Major Referrals for 

Month 
Per Day Rate – 

Divide second 

column by first 

column 

August    

September    

October    

November    

December    

January    

February    

March    

April    

May    

June    

 
Referral Data 2013-2014 
 Total Students 

with  0-1 Office 

Disciplinary 

Referrals 

Total Students with  

2-5 Office 

Disciplinary 

Referrals 

Total Students 

with 6+ Office 

Disciplinary 

Referrals 

Total 

School 

Enrollment 

August     

September     

October     

November     

December     

January     

February     

March     

April     

May     

June     
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Behavior Data 

2013-2014           
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Inappro. Lang                         

Aggression/Fight                         

Disrespect                         

Lying                         

Harass                         

Disruption                         

Tardy                         

Skip                         

Prop Damage                         

Forgery/Theft                         

Dress                         

Tech                         

Inappro. Affect.                         

Out Bounds                         

Gang Display                         

Tobacco                         

Alcohol                         

Drugs                         

Combust                         

Bomb                         

Arson                         

Weapons                         

Other                         

Unknown                         

Total                         
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Location Data 

2013-2014           
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Classroom                         

Playground                         

Commons                         

Hall/Breezeway                         

Cafeteria                         

Bath/Restroom                         

Gym                         

Library                         

Bus Loading                         

Parking Lot                         

Bus                         

Special Event                         

Off-Campus                         

Stadium                         

Office                         

Locker Room                         

Other Location                         

Unknown Location                         

Totals                         
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Time of Day Data 

2013-2014         

  A
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7:00                         

7:15                         

7:30                         

7:45                         

8:00                         

8:15                         

8:30                         

8:45                         

9:00                         

9:15                         

9:30                         

9:45                         

10:00                         

10:15                         

10:30                         

10:45                         

11:00                         

11:15                         

11:30                         

11:45                         

12:00                         

12:15                         

12:30                         

12:45                         

1:00                         

1:15                         

1:30                         

1:45                         

2:00                         

2:15                         

2:30                         

2:45                         

3:00                         

3:15                         

3:30                         

3:45                         

4:00                         

4:15                         

4:30                         

4:45                         

Total                         
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