Job Aid for High Value Research Project Export,
Study Code Count, and Preparation for Region Voting

This job aid was written to outline the process for the following:
1. Project export from the highvalueresearch.org site once the site has closed on 3/31
2. Creating and populating a Region field as the export does not provide it
3. Determining the second Supplemental area (other than Safety)
4. Getting the projects to the regions for voting

Project Export

· Go to highvalueresearch.org and log in.  
· Click Projects in the upper right corner.
· In the submission year filter grid, type the current year.
· Click Export Projects.
· The downloaded Excel file will appear. You can store it where you wish and/or rename it.

Creating and Populating the Region Field in the Excel File

· Open the downloaded Excel file, and go to Column R, Submitter Organization.
· Insert a field to the right, which will now be Column S, and name it Region.
· Copy the Region Lookup sheet from the previous year as a second sheet in the Excel file.
· Copy the VLOOKUP function from the previous year, which will look something like this:
=VLOOKUP(TRIM(R3),TRIM(RegionLookup!$B$2:$C$51),2,TRUE)
· Copy this function until the end of the list of projects in Column S.
· Check the list for blanks/discrepancies by using the Data Filter.

Determination of the Second Supplemental Area

· The 3 National Study Codes will be in Columns K, L, and M in the Excel file.
· Copy the list of codes and formulas from the previous year’s spreadsheet at the end of columns K-N into the current year’s Excel workbook.
· The COUNTIF function at the bottom will look something like this for each category:
=COUNTIF(K$1:K$115,"Transportation***")
Check the last row number (highlighted) since the number of projects varies each year and adjust accordingly.
· The copied information should adjust for the current year, including totals for each study code.
· The code with the highest count (other than Safety) in the Totals column will be the second Supplemental area.

Getting the Projects to the Regions for Voting

· Filter the data using Column S, Region, once for each of the 4 regions.
· Copy each to a separate spreadsheet, or you can have them all as separate sheets in one Excel workbook.  Email the region chairs with the attachments and with a deadline (usually around May 15).
